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FOREWORD 



Why-set up 9 resource center /library? Considering the 
^number of tim^ people have set up libraries in the E^npldy* 
men^ and Traii^ing Administration and the number of times 
they have failed into disuse and wasted space, this is a legiti- 
mate question.; 

When we thitik of a "library," stacks of books, gargoyles 
and cnrsty-dusty librarians come to mind. On the other ^ 
hand, visualize tor a moment a bri^t*resource center that 
joins you in yoer search for information, fries tO'arrticip^te 
your needs~and responds to your requests in an^fficient knd 
effective manner. Now that's inactive resource center! W 

Is there reaBly good information available? There is a \ 
wealth of inf 0rmatibn on employment and training pro- \ 
grams —.soJifie good, some not so good; The Nati^al Clear-\ 
inghousej Office of Research and Demonstratioh, andms^liy 
other soutp^ have impressive resource listings available. A 
resour<ie center can help you find that which meets yoUf 
needs. ^Employment and training programs have been evolv-^* 
ing, experimenting and docun^ting {heir efforts for many 
years. Aln^ost every question nas been addressed or answer- 
ed* at some time. If^you are to pravide leaderdii^ in the de- 
sign amj development of employment and ^rainmg programs, 
it is incumbent upon you to find the state-of-the-art and press 
onward from there. , . ^ ^ 

A're^^^spnter can be a dynamic, resourceful key to 
niaking -fimploynient-and training programs^ (yuly have an^ 
impact. This publication can help you* make the policy deci- 
sions required to start a resource center and provide the nuts 
and bolts information needed to operate the Center. 
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INTRODUCTION 

The objective of this publication is to 
clear[y and si|(kply provide readers with 
tlEp -step-by-step information needed to 

up an aclive employment and training. 
Kesource Center/Library with thelfollow- 
ing characteristics: 

• Material must be easily accessed, % 
readily available and immediately ' 
useful; 

^ • It must have a capacity for multi- 
media materials; 

• The cental: must allow for circular 
tion and reference materials; 

• It must be an "active" center; that 
is, it s^ks information^ needs and 
promotes information usage; 

• It must link into local, regional, and 
^onal information sources; 
Qust have an active acquisition 

program. — 

' This publication is written for two 
audiences. Section I provides infprma- 
tion and recommendations for the mana- 
ger in niaking the decision to start^a re- 
source center/library. For the manager 
we try to provide the reationale, re- 
sources and results of setting up the 
center. 
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Se<^ion II, the bulk of the publication, 
is written in such a manner that a person 
with little or no library science back- 
ground will be abla to set up an ^effective 
in-house resolirce ci^nter /library, with 
very little additional H^lp. 

V(e WQald Bke.to*^mphasize that the 
material presented is not perscriptive. 
It is not the only way (Or necessarily the * 
best way) for your^uation. It does 
provide, however, u^ful hints and re- 
commendations from experi«ice<J people 
in the fieW that can be incorporated into 
yof<r system as you see fit. ^ 

•Throughout the publication, the 
"adiVe " resoiirc^ center/library is con- 
stanfly emphasized. By this it \s meant 
that the "center" (used as an abbrevia- 
tion for resource center/library) should 
seek to find the needs of its users and 
. reach out with materials "to slipport the 
needs 4f others. Thi§ is central tb the 
success ofrany r^urce centfr/library ^ ^ 
thatissftup. ' 

' - ( 

suggest thzrt yoi^ read the entire 

book before you try to get started, ^es- 

ti^ns you have in one sect|on^tnay very 

weUbe answered-in another. 
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jpecisions 1, 2, 8: Fupctioh, Service, Organization * 
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SECTION I / 
Getting Started: 

Making the D^^ision 

.A critical parU^f making the decision * 
' to set up a resource center/library is th<j 
' definition of-i^^oals and objective?. 
All suBsequeAt^enter issues will be 
based on whaTthe center does and^who 
"it wiH ser^©^ decisions that can't be pre- , 
scribed but have to be made basied oi>the> 
' needs of specific Ioca(joiis. TTierefore,* a 

management meeting shoul(j[ address the - 
V^fotlov^ing concerns: 

Decision 1: Function ^ 

' • What shoutdthe center's func(ion& 
• be? ^ • 

t organising incoming materials? 
' storilig and cataloging? 

• controlling ciireulation'ot mater- » 
ids? > • 

• seeking inforini|tion (reference 
services)? , , 

• acquiring new materials? 
providing a hideaway %o get work 
done.? : i. ' ' * 

^* • interlibrary exchange? 



• preventing duplication of wojk 
► b^ keeping staff informed? , 

All' these functions are incorporated 
into the image of.the active resource 
center/library — the center that seeks ' 
to find the needs o.f its users and reach- , 
•es out with materials to support the . . 
needs of otlfers. \ ^ 

These functions; prioritized according 
, to youp needs, serve as the b'asis for all 
subsequent d^tbisions. ' / 

, Decision 2: Service 

• Who^oulc^ be sfjerued $y the center?^ 

• pnjnarily/only in-house sftff? 

L • outsiders? • ' ^ ' 

For the most ^^j^ the resource, center/ 
library will serve the needs 6?in-house^ 
staff. This is an appropriate time', how- • 

* ever, to decide the center should al^o, 
serve outside clients. Serving outside ^' 
, clients will not aff^the circulation of^^ 

materials, but^will influence the location 
of the center and allocation o\ staff time. 

^Decision 3: Organization 

Who should supervise tlie center's* 
^ functions? 

* what organizational unit? 



, • estalilish a steerfng committee? 

• establish a technical ajdvisory 
group? 

*• what ^will the line responsibilify , 
be? . . " 

' • where will funds com^ from? 

• How will tlje transfer of staff and 
r^oiirces take place? * 

• who should actually set up the; 
center? (library staff, temporary 
help,^6up effort?) 

• how will the centferbe fUnded 
\ it ^ ' . 

Tftis decision is relevaift'to particular 
organizatioijial s^ctures and will subse- ^ 
quently tie in with the staffing issue. In 
establishing line orgamzatioR, you ^.uld 
examine source of'funding; who will ad- 
minister and approve allocation 'of re- ; • 
source center^ibrary funds; whoVill be ' 
responsibly for deciding priorities of pur-, 
qhdses^, by v^hom wUl progress reports 
be made out fed-to wliom'will the/ be 
sent; who* will supervise center staff; " . 
etc. ' . 

' In addition to Une responsibilities, 
staff support functions such*as advisory 
Qommiuees should be addressed. £or . 
example, a steering comnnittee of in- 
house volunteers from each orgartiza- 
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tional unit xtfight Complement the line 
r))rgani^ion byncfeveloping cxiterja and 
*g}iid0lin& for sel^tion 'of center piir^ 
chases, white keeping 'the een^er informed 
of i6er nee(}s. Another possibility is tl\e ^ 
organization of -a technical a5jfvi$dry 
group of retired librarians w advise on' 
technical i&sues (be^t \&ei where staffing ^ 
pf small centers is not a professional , 
librarian). . 

A complete organizational^slru^te * 
must be outlihed before staff selection • 
can be made. ^Responsibilities of staff 
^ must* be clear and understood isp'that • 
job*related criteria can be used ii^ the ^ 
selection proCe^. ' . « ^ 

Decision 4: Staffing 

• Who should staff the center? 

> • skills/knoiiiirledge? 

• ' personal characteristics? 
p fuJJ-time/pfUft'time? 
• liiirmljpr of staff? 
<^ • jr^ponsibilijj^f staff?' 

Ilie staffing decision may be the single 
most important factpr in th^ success or 
faihw^4fth% center. Now t^ajt you have 
decided* otjsy^r cein ter f uncJ;iQ ns a nd 
priorities, ^n whoin the center service ' 
an!^ How it will be orgahized, y qu must ^ 
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decide who^will set it up and keep it suc-^ 
cessful and active. While civil sefvice re- 

^ quiremeiits, current staff assignments 
and funding, ^tc, all enter into the'selec- 
tion process, it is always important to 
remember that the le^ of ^taffiiig must 

. cpmplement your*priorities. While it is* 
desirable to have.the position fUled by ' 

' a professionally trained library science 

' graduate to maintain an active center, it 
may not be necessary if yourdef ined 

N center'function requh^feflHHyceep of 

/ materials but not ^^flHRP^^^* 
Thus, in accordance' witlTyour prroriti^^ 

^lidministrative possibiliti^ range from a 
part-time employee to a fuU^ trained 
librarian. TheneecMor,typingsut>^rt,' 
either full- dt part-time ai&' appropriate^ \ 
sl^ottld also be consid^ed as ni^cessary ; ' 
for efficient center functioning. ^ 

This position lends itself welL to an up- 
grading opportunity. It would be com-, 
plementary to the center to utilize staff 
wh^reknawledgeable in employment' 
and training programs as this would be 
^ helpful to us^ and would save tiine in 
the reviewing, selection and cataloging, 
etc. of appropriate materials.' If a candi' > 
. date is selected with tffe basic knowledge 
and abilities anijj^ith a lotpY motivation,' 
this poisition olTfers^grovirth to becoming . ' 
a resource generalist; a position that 



wij always be critical in the employnlCnt 
training processes. 

;In addition, to selecting a«persQn with 
relevant skills, it is equally important 
to consider personal' diaracteristics. The 
following combination pf staff character- 
«istics would be a pVitive attribute to 
f^tive and^active center functi6ning^^F 



strong ihte^ersonal skills', a strong « 
desire to help others . . . the type 
of person who keeps abreast* of all 
that is^goipg on in the office and ' 
seeks ways of prQfviding help;, 
Strong organization qualities; ability 
•to' work with detail; 
ability to work with little super- 
vision; a self-starter; indef^endent 
worker; , , ' » 

•perseverance. * - " ^ 

*Many h fine library with tl^e cpst mod- 



touPfailure due to lacirof»t;pd|kilion 



em^cilities and resoui^ces has been a 
totffi 

and concern- by tHe library staS 

Df^isipn 5:LQcation 

ft > y 

# Where sholildHhe copter be located? , 

, • .s{)ace desirable vs. spac^ available? 

• space needed ferexf)ansioA/growth? 

• in a busy areat 



• in a quiet area? 



Hi 
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. 'nie location decision directly 'relates, 
to the center goals ^nd functions. If the 
center is only to bea hideaway to get Work 
done, a rismote location-may be appropri- 
ate. If, however, it is to be an active luer- 



\ oriented resource ceht^, it/hould be 
i visibly .located to* the users. K the cent# 
will service others outside of in -house 
staff, it must be easily accessible from 
building entries. It has been shown time 



and again that the presence of free re- 
sources is not enough to encourage use. 
If you set up your center like a retail 
store — acce^ble and visible, with pleas- 

* ant, appealing and useful ^toojiindings, 
and with knowledgeable amme\pt}& 
staff — you have the basic formula for 
success. Work within the constraints bf 

I ^7 office environment — - tile center 
cah be part of a large room; it can b'^ 
self-contained, or it can be partitioned 
off — but put it where it can be best 
utilized, always in accordance with cen- , 
ter functions. 

^ . 

In deciding on the gentef locMion, you 
j^l want to consider room speo^cations, 
^ such as: 

• adequate ^ace for expansion; ^ 

• adequfite room for seating, etc.; 
' * adequate lighti(ig; 

• smoking vs. nonsmoking sections; . 

• adequate jspace for storage; 

• space for confidential m^iterials;^ 

• individual study units; 

f availability of space in future years. 

The space allotated can range from ^ ^ 
150 square feet (W x 15') tb 1,250 
square feet (25' x 5Q^). The former can 
provide very basic storage spaci^, while 
the latter will allow a fully-funcHoning' 
resource center with study and meeting 
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space. The space allocation decision 
will be based largely on judgment. Your 
office architecture — op6n space, cubicle, 
your other space priorities, etc. — all 
enter inta the decision. 

Decision6: When to Start 

• Whe^i should the center be estab- 
Ifched? > 

• 'other pressing: issues? * , 
" • staff plans? 

The final dec|;sion tb be made in start- 
ing your resource center/library is when 
ttfdo it. Needless tcTsay, with so many 
materials coming in from the Employment 
' and 'Praining Admi^stratioi) National 
.QearirijgHouse and yith so many jnaterials 
on hand^ start-up shSuld be done as soon 
as possible. You| resourge center can be 
opened up for use as soon as air area has 
been designated, staff have been hired, 
and a few shelvesful of materials have been 
clarified (step-by-step instrui^tions for 
setting up the center are provided in Sec- 
tion II), 

In any resource center /library the or- 
ganization and maintenance of materials 
is an ongoing process, so it i^ impossible 
to wait until **it's all finished" before 
opening the center for use. 

A full list of essential and recqmmended 



materials needed to start the center along 
with costs and supplies are provided in 
Appendix I, and in the step-by-step 
breakdowns of Section tl. 
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Step 1: Cataloging and Classification 



SECTION II 
How to Set Up the 
Resource ^ 
Center/Library 

^ ' / Often tbe decision to start a Resource 
, tJenter/Library is based on the realization 
/that:< 

, (1) We have a lot of materials: 
* (2) Some of the materials^nre worth 
/ Keeping; * ^ 

/ (3) We don't have the time to ex- ' 
amine everything*, but some of 
it is obviously Very 4 ni port ant . . . 
what are we missing that we 
need ^to know? . ^1 , 
(4) * We ^ould probably put spme 
' .order to' it. 

The initial cataloging 'of material can 
b& a* frightening task if it is not approach- 
ed x>tie step at a time. A step-by-step 
procedure on technical cataloging and 
. storage procedures', explained in the fol- 
flowing $ubsectidns, makes this initial 
goal a "doable" process. In addition to 
' step-by-Sttep instructions, informat^ion 
is provided on (he materials anci Applies 
you will heed to complete the processes: 



Stepl: CATALOGING 
and CLASSIFICATION 

Purpose : 

^ The cataloging and classification of all 
centermaterials provides two (2) import- 
ant functions: 

(1) Provides control. ower all materials 
by indicating what the center; 
owns artd dpes not own and just* 
-where materials are' shelved. 

(2) By using one classification «ys- . 
(tem throughout, it jJlows the • 

^entpr aser to browse among the 
shelves and easily Ideate materials 
. ' t>$ interest. 

Suggested Procedures 

The cataloging of book arid multimeclia 
materials need not be compHcated. Dur- 
ing the initial cataloging effort, all the 
tnaterial'need no^ be cataloged and stored 
before rtie center starts functioning. A 
small critical mass may be used (say, 200 
iterns^and a schedule can be set up (e.|., 
I50 a week) tq complete the backfbg.of 
materials. A small resoufte centejr can , 
spend a minimum amount of time catalog- 
ing new materials. Start-up lime is esti- 
mated at V^l hour per title. Maintei^ince 



will, of course, depend upon the quantity 
ofimaterials acquired by the center, but 
a few hours per week will jppbably be 
*TO^uate to catalog newly received 
materials. - " ^ . Jf 

■ ' There are^>yo parts to cataloging a * . 
-material: fjgjsi, one must jnalyze the in- 
tellectifal (intent and determine what 
subject orJfsubj'^cts are covered' by the 
material/' Center staff should use a File 

^ Structure Subject A/eas list as a gyide , 
to determining tfiese subject areas. The 
list in Appendix 7 may be used.}, Then, 
you must deterniine what major subject - . 

^ area best describes the content of th^ 
material. When yo^lassify acoorSing. ^ 

' to this system, place the document in A 
the category that best d^cribes it. It^ \ 

* ean b€?crqss-referencecl.by. ojther head- 
ings (see b^low).« Material should be • . * 
^essified'bV the highest level that ap^ed. ' 
For ex|im*ple, a report tKat covers Man- ^ 
agement Planning Direction and Control 
would be classified in the general xjate- ' ; 
gory "Management." 

• * > 
When cataloging materials pjit out-by 

the various agencies of the Federal i3ov- 

^As of this writing, a national'caidloging system 
is being developed in conjutKtion wi.th the 
clearinghouse apd ETA Library. The decision 
has not yet been made whether to inporporate 
this list, a modjfi^tion of it or a tcptlly nevt 
structure. 
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fMatetials Needed 

a card^catalog* or a set of 4—5 
fileilrawers (to contain-the catalog 
cards and proud^ access to 
library users) » ' / ^ 
@2,0Q0 (or more, depending on ' ' 
size af cotlettion) catalog cards* *• 
(tO' be^fied in the cwcdf^tiialog and 
indicate author, title and classifica* 
tion number for materials the 
library owns) j^- \ 

@ 10 roils of labeling tape or 1,000 
^2,000 pressure sensitive labels 
^ (to be attached to book ^inestor 
mateH^ils^ covers and indicate 
class^e^^ion nuipciber «i/d autlror of 
the qkaterial) ^ ' 

(&g iron* (to Attach labels 
rials) . ' ^ 

tot)— 200 catalog car/gi^ides* (to 
orgam^ card catalog 

various shelf labels indicating 
subj^t areas and classification • 
numiers ( to be placed on*shelves^ 
'Ito indicate location of matenal) 

1— 3;rubber staippi (with resource 
center/library's nTaine and address 
to indicate ownership 9f materials) 

@ fl) (or more,, depending upon 
size of collection) shelving units 



1—2 book trucks* (to use as a 
work area and to facilitate 
shelving of materials) 



Approximate^ Qost 

■plastic — $60/4 dr. 
wopd -,$100--$120 
/5 dr. unit 



^6/1,000 



liibel^: $2.40/1,000 
rolls: $10 /ea.' 



$l^/ea: , ] 

$13/100' 

$.50 (and up)/ea. 
(varies with typ^and 
'sizes) 



2-$^/ea. 



'0 



@ $160/uni^ (60^/4*' 
high by lO'lpeep and 
36^* wide wft shelveif, 
4 adjustably) 



Vendor. 

w 

Demco, BrofDart, 
H}ghsmith, Gaylord and 
local stationery stores^ 

t 

Same 



^Same 



^^lame ^ 
Same 

\ Same (or'may be designed 
in-house oi^ by a local art 
. 's^e) • 

Same 



Same (or local office ^ 
supply or furniture store) 



Same 



^See Appendixjfor full addresses and ordering information. 
*See Appendix lor definition of tennis. 
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erftment, ilris important to be consistent , , 
in determining what that agency is-co/Z^d. 
To amplify this process, an Authority 
File for Federal Government Authors is 
contaihed in the appendix. By.ifiing this 
list, all materials put out by any- one agen- 
cy Will be filed together id jthe card cata- 
log under one author. This wUl determine^ * 
what/file key number yoi^'assign the 
material and, therefore^ where it wUl be 
shelved in the center. Cross-referencing* 
is equally, if not more, important to find- 
mg\ip propria te mateij^ls., Therefore, a ' 
controlTed (limited) number of cross-re- 
ference terms should be used.' These wilt 
vajry from region to region. However, a 
basic set is provided in Appendix 8. A ' 
number of cross-references should also 
be set lip ia the card catalog to dfrect the 
user to appropriate categories. . Th^sept" 
top, are listed in Appendix 8.' 

Itis important to note that regional 
needi^and interests dictate the cross-re- 
ferencjpg vocabulary^. A specific minority 
group m your area may determine a sep- 
abrate cro^-jreference! We suggest that 
you circulate the file structiire ajid cross-^ 
reference headings among the potential 
user grouj^ltad solicit opinions — are they 
broacl enough? Do thf y meet incjividual 
needs?, etd. , • * 

The cross-referencing'System should be 
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simple and useful. You cannoybe all 
things to all pecTple. You mu^ th^efore 
exercise juidgment as to y/Mt catag^ries 
materials are to be cross^rwerenced by. 
As a general rule, if the aviprage document 
you receive has moretTian four to five 
cross-references^ you 'probably have too 
many and should try to limit the niim&er 
of additions^ 
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Each time you add a neW cross-refer- 
epcing term, be sure to add it to your 
master list. If y6u have the time, the 
more specific you are in cross^ef^ncing, 
the easier the system will be. For exam- 
*ple, if a report Was cross-referenced under 
the heading "Woman," it Would be help- 
ful if the reference^ include a note *'see 
Chapter 3, 'Women in Nontraditionflll 
Occupations.' " ^ 

Next, both the catalog card(sy|ifa 
the material(s) itself must be labelra md 
prepared for#shelving. A step-by-step 
listing of procedures follows. 

1. Selecf and assig^fet-mo/or subject 
ar^a and aay additional subject^ t 
areas or cross-referenca from the 
Tile Struc^^. Oioose the corres- 

' ponding FWKey Nuiiri>er. This, 

combined with •the next line (ac- 

cesaon #), vnll form the classified- . 

tion#.* ' * . 

I 

Example: 'the material is a book by 
Andrew 11 Jones', entitled Admin- 
istration of an Apprentice Training 
Program. 

Major subject area: Apprentice ^ 
training / 



*See Appendix for defiiution of terms. 
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Step 1; Cataloging and Classification 
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Other subjeci areas or cross-refer 
ences: none | 
FUe Key # - 2-340 
Qassification # - 2-340-27 (the 27 
indicates that this i&the 27th pater* 
ial received ^oh the subject of appren- 
tice training. It is^uggested that 
local numbering begin with 500 and' 
assign numbers consecutiv,eIy so as 
not to conflict with numbers assigned 
by the National Office. ^ ~ 

2. Type up the catalog cards as follows: 

» ' 1 for the major sUbjei*t area 

1 for any additibnal ^bject areas^ 
J. for the author 
1 for title 



Example: 

A. Subject Catds 



• . ; B. Cross-reference^Subject Headings 




file under: Intake/ Assessment 




?.4 




^ 4 

C. Author Card 



fi|e under: Worker traits , 




file under: \C6unseling 



Another p^rs^n may need this infor* 
mation while Working in a felled y 
subject area, .A\ close look at the titled 
.will -usually su^^t one or two other ' . 
subject areas under which th^ title 
should be referred\^ Prepare a separate 
card for each, as in these examples. 




file underf ULg^JDepartment of Labor 
Manpower Administration 

D. Title Card 




vfile undev: Worker traits training unit, 



3. Tile the catalog cards alphabetically 
in the card catalog. 

4. Stamp the book with the center's 
x^me: (1) on the title page; (2) on 
'the end'pages; or (3) if not a book, 
stamp somewhere on the cover of 
the material. 



3S 
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Step 1; Cataloging and €lassificatidn . 



5. Label the matenar(on the spine of 
the book or somewhere obvious if 
- not a book) with the File Key^. 




6. Glue a book pocket ih the back of 
the book (or tomewhere Accessible 
on an AY item). 

7. Type up a book card with file 

author and title and place in the 

book pocket. - * « 
• # ^ 

8. Sielve material in its appropriate 
^phce oH the shelf. 



The Cataloging of 
Nonmanpower* related , 
Materials 

The file structure ^hich has been re- 
, commended f^tolse in cataloging all re- 
source center materials will riot be<Jomr 
prehensive enough to include ponihanr 
power-related materials. When such 
materials are to be kept in the resource 
' center/library, they shouTd^be treated in 
.the following ways: 

Suggested Procedures 

h Select and assign Subject Headingsfs) 
'ftom the List ofS6cid ScienceSub- 
ject Headings in the Appendix. Ttiis, 
list was compUed from the Library^ 
of Congress Classification System* 
and other subjects headings lists. It 
ha^heen giveh similar file key num-\ 
het^ to use for classification and 
shelvirff purposes. Choose the num- 
ber ^yhich corresppnds to the major 
subject area of%e 'material. Should 
the material ewer more than one 
subject area, select adiditiohal sub- 
ject headings either from the List of 
Social Science Subject Headings 
*(Appendix6)or from the Cross t 
Reference Key (Appendix 8) to ^ 
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.cover airi)ertin4ht subjfijct fields:^^ 
Remember, however^ ^ve only one 
classificaffiSn hum1>er — the one 
which corresponds to the major 
subje<ft area. , > 
i. Type up catalog cards as follows: 
1 for each subject area ^ 
1 for author ^ 
1 for title 

Example: 

A, Subject Cards- 



file under: Sociology 




file 



under: Social Slaveys 



9» 



Step 2: Storage of Material 



file under: Methodology 
B. AuthorXJard 



~l file under: Durkheim 
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C. Htle^ard 



file under: Rules of Sociological 
* * ^ Method 

3. File the cards as indicated in the 
card catalog. ^ 

4. Sta^ip the bo5k. with center's stamp, 
as indicated above,^ 

5. Label material with appropriate 
^ File Key #, type a book card, and 

f shelve. > 

Snce your center will have few of 
these nonmanpower*related items, tt is 
best to set aside one shelving, unit for 
them rather than confusing users with 
.two separate classification schemes in 
one shelf. ^ 



Stepf:STORAGE ' 
of MATERIALS 

Vertical Fik 

Much of w^at a center ac^uir^ is non- 
book and often does not lend itself to 
traditionaT shelf storage. Journal article 
reprints, i^ewspaper clippings and pamfAi-- 
Ifts are especially difficult to store on a 
shelf, as they tend to giet lost among the^ ' 
larger items.. It is often best to file tKese* 
materials in a filing cabipet (vertical file). 
To encourage use^f the materiak, it is 
advisable to ins«t ^ card in the card cata- ^ 
log indicating that addiCToAal materials 
are available in the vertical file, i.e. , 



Apprentice Training 

For additional materials . 
see vertical 'file. 



Within the vertical file (VP) materials 
should be arranged by sul^ect iftHCorres- 
pond to the order of materiali^ the 
shelves. They may be placed in individual 
file folders and labeled with either the 
subject wea (i.e., Apprentice Training) 
or the. File Key (i.e., 2-340)\)r one Jarge 
folder (i.e., a hanging file folder rjay be ' 
made for eadi subject area to contain 
all VF material on that subject). 



I 
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Materials Needed 

1 or more file cabineU 



Approximate Cost Vendor 



$120.09/cabinet 



Gaylord, Pemco, Bro-' 
dart and office supply 
hoU8^ 



pendaflex or other hanging files (plus lal^ls) $6.00/100 



Same 




buff files ' $6.00/100 



audiosrisUal storage boxes (v^u'ious sizes and from $2.00/box-' 

shapes for different media) , and up 



magazine storage shelves (1 or more sections) $200/unit 



stationery supply 
stores > 



Sam& 



Same 





be encouraged, they must be kept with ^ 
all other materials on the sa^e subject. 
It is recommended to store filmartapes, 
slides, etc. on the shelf alon^de l^opk. 
matJsrials. If the audiovisual items are ^ 
too large, as films often'are, either lay 
them fldt (itspace permits) or store 
them immediately Unider the other mater- 
ials. 



Whfle a vertical file does solve tl)e prob- 
lem of^w to store flimsy^n^ nonstand- 
ard material^ it should not be suWituted 
, for full cataloging when and if ,an item is . 
valuable enough to warrant it. However, 
a vertical file wKich is well orgaiiized and 
which the center^taff calls users' atten- 
tion to can often {provide information^ 
not available in srtandard formiitSv 



Audiovisuaf Materials'" 

Audiovisual materials often pos^ stor- 
age problems and, as a resiilt^ are too 
often relegated t6 the bottom shelves or 
to a separate (and usually closed) cabinet. 
If the use of multimedia materials is te * 



*See Appendix for deflnition of termi. 
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Step 2: Storage of Materials 




With small audiovisual materials such . 
as tap^ pr film strips, it may be necessary 
to place them into special storage boxes 
before" shelving to insure that they won't 
be lost. The major library suppliers (see 
Appendix l) make such storage boxes as 
well as albums and carousels, which ac- 
c^ommodate a number of filmstrips, tapes, 
cassettes, or slides. • ^ " 

^e watchword in th^ storage of all 
multimedia materials is "^ake it easy to 
' fin(j and easy to use.'' 

o 3i 



Multiple Copies 

Sinci some, if not all, of the Jesource 
•centers will be receiving'a large number 
of copies of certain materials, especially 
' training materials, it may be necessary 
to store tl}^ materials, art least tempo r- 
arily; jn thecfenter. Snce any such new 
materials are probably of great interest 
to users, it is advised gainst storing these 
boxes in a comer somewhere.* 

JTo encourage users' taking the new 
materials, a "newly arrived" space should 
be set aside on a promuMit bookshelf. 
New materials could b^ept here fora 
set period of time (say two weeks or 
one month) and then either stdred per- 
manently, distrilM^ed, or* discarded., 
While it is not nectary to be terribly j 
formafabouf multiple copies, they can 
tak^p precious $h^lf space, and their 
rapid distribution should be encoujraged. 

Periodkals'' . 

Unbound periodicals Goumals, news- 
^ letters, indices, and abstracts* . . .) pose 
problems both in the meth^ of storage 
and the method of §ccess. Most centers 
find that users want't)eriodicals kept 
separate fronn the other center materials. 
* WhUe center users want books shelved 
in subject order, they usually prefer that 
journals be in order by title. 

*See Appendix for definition of terms. 



In order tp encourage easy access and 
to allow storage, it is recommended that 
peri9dicals be kept separate from books 
and other center materials. They may 
be shelved on traditional shelves, or you 
may choose the specially made periodical 
shelving[ which allows the magazines to 
be flat and be seen more .easily. In either ' 
case, shelve by title and data and label 
' the shelves for additional ease of access. 

Weeding the Center 
Collection 

In any Center with' limited space, the 
time conies -eventually when you wjUf 
have to make some decisions as to which 
materials to discard or store in order to 
make room for iTewly acquired materials. 

Too few centers do an adequate job 
of this "weeding." A center with a.few 
useful, mwh'Used volumes is doipg a far 
better job of serving its users* than one 
with its shelves crowded with out-of-date, 
seldotn*used Materials. Do weed. Do set 
aside a week orso every year to system* 
atically go through the^ntire collection. 

The weeding process can be simplified 
if you keep records of aU materials which 
ar0 borrowed, i.e., save the book-cards. 
Each year go through the collection and 
es^ine these cards. If the ndaterial has 
net circulated at all during the year, make 
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Step 3: Circulation of Materials 



a note of it. TTie next year, discard items 
whiph have not circulated in the last, two 
vj^is — unless you know that/ the item 

being used by you or othei library pat- 
* rons. - / 

Tlie best method of discarding materi- 
als is td first put out a free give-away 
box and see what is taken by center users. 
Often rriany items will disappear this way. . 
Second, if you know of no one who ^ " * 
might want the materials, ship thenfv off 
to a local public library or colle^ library . 
as donations. 

^Weeding journals poses a more d^^cult 
problem. 'Riey accumulate rapidly and 
are often very cumbersome to store. Just 
bo^many back issues 0f journals to Keep 
in their entirety will depend upon your . 
space limitations and the needs of your 
users. Unfortunately, the two may con- 
flict. Ypu- will find the center running ^ 
out of shelf space despite user need for — • 
back periodicals. When Jhis happeps^ ope 
solution is to go through the joliirn^ and 
clip article^ which ma^^ (or Havel b^n) 
of interest to center patrons. Theie can 
then be filed in the vertical file. If you 
are ambitious, make a card for the Vrticle 
under bxWiox and'title for the card (catalog. 

*Another option is to keep 6nly those 
issues which contain potentially inter^t- 
ing articles. T^ese journals, in their entire- 
ty, may then be stored with the current 
journals (for as long as space pei^nits): 



Record Retention * 

It will not be long before you find, mul- 
tiple-copy order cards and book c^ds and 
request slips, etc. piling upin the center. 
In order to prevent either discarding re- 
cords which you may later find you need 
or, conversely, never being able to find 
the desired slip of paper iQ a dearth of 
accumulated paperwork, some decision 
must be 'made as to what you wanjt to 
keep and for hbw long. 

It was recommended eariier that boofe 
cwrd& be kept in the books for one year 
unfil an inventory is taken. Hiis will 
allow you to determine use of thfe mater- 
ials for weeding purposes. 

Hie "one year rule" qan also apply to 
most other records. Order forms should 
be kept for at least six months after the 
material has arrived to insure that there • 
i^ adequate documentation for any prob- 
tems in billing or future ordering. Always 
w^sure that a book hasi been cataloged 
and the cards filed in the card catalojg 
(to replace the "on-ofder" slip) ^fote 
dttcarding "dead", order slips. 

library request slips (i.e., recommenda- 
tions for purchase, requests for reference 
work to be done, etc.) may also Be dis- 
carded within a few months. However, 
^ always be siAre to keep a log of the Yota/ 
number of requests faied,4>ooks ordered* 
etc. before throwing out the forms them- 



selves. This documentation is very valu- 
able as a goage of center use, and such 
^ statistics should be included in your An- 
nual Report (see Step 8 on Administration). 

Slep3:CIRGULATION 

' of mathGals 



Purpose 



. To allow books and otha: jnaterials * 

(with some exceptions) to be borrowed 
' ^)y center users and kept for a reason- ^ 
able period of tim^tb allow center 
control over matenals, i.e., center staff 
^ caai easily determine which materials are 
checked out *d can, if necessary, re- 
quest return of £[ny materials needed for 
^ ojther user use. 

Sugg^ted Procedures . . 

A- When center materials are to be ^ ? 
bonowed by^a user: 

) I. Have patron cojnplete a book card 
(see sanjple # 1 ). This card may - 
be kept in the date clue book pocket • 
of^the material (see Step 1 r Cata- 
loging, details) o*r may be filled 
Out at the quoilalion desk for 
each materiarb«iK)wed. 
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Materials Ne^ed 



1—3 charging trays* (for keeping 
lu>ok cards* of checked*out 
imte»al) 



1—2 setfs) of charging tray guided 
(to organize cards within charing 
tray*) 



1—2 date stamps and ink pads (to 
indicate due date on cards and 
materials checked out) ^ 



@>1»000 book cards (to contain 
information on materials borrowed 
and borrower and to be filed in 
charging trays) * ^ 



@>1»000 (late due book pockeU (to 
hold book cards in non'borrowed 
niaterials and to indicate date due 
in borrowed materials) 



desk or table (to be used as a 
circulation area) 



-Approximate Cost Vender 



plastic— $6/ea. 
w9od'-J10/ea. 



$3-$5/set 



pad— $2/ea. 
stamps— $2/ea. 



. $5-$6/l,000 



$11/1.000 



Highsmith, Demco» 
Bro Dart, Gaylord 



Same 

f 



Same 



" Same 



Same 



Same (may be found in 
'any Qffice supply store) 



*^e Appendix for deflnition of temu. 
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Step 3: Circulation of Materials 



2. Stamp the bo^caid and the do^e 
* due book pocket (sample # 2f ) 
with the date stam]>. 



Reeommended borrowing period is 
two (2) weeks for most materials, 
one (l)'week for popular or new ^ 
materials and overmght for reference 
or jotumat materialsUphotocopying 
should be e/i&ouraged in these cases). 

. File the book card in the charging 
tray. It is recommenided thatbook 
cards be filed by the ciassiflc^tiozi 
number (see Step 1: Cataloging, 
for details). Ifowevei , in ^ very 
small center where feW materials ^ 
circulate, it isVossible to file either 
by (1) author; (2) title; pM3) dat,e 
due. 



B. When materials are returned by the 
borrower: ♦ 

1. Locate book card in charging tray. 

2. Return book card to date due book 
pocket and cross off the borrower's 
name' and date dlie. 

3. Return material to its place on the 
shelf. ^ 

Recommeiided 
Procedures: 

Interlibrary loan will allowiyodr center 
to boftow materials from ^thex U,S. libraries 
for your cepter users. ITie procedures, for 
interlibrary, loaps are quite formalized and 
must be followed strictly. Before embark- 
ing upon yo^j;^urst loan, be sure to read 



Materials Needed 


Approximate Cost . 


Vendor 


• • 

Interlibavy Loan Procedure M^inual 
American Library- Assoc., 1970. 
Interprets U.S. interlibrary loan 
^ policies and goes into detail on the 
various procedures which must be 
followed in loaning and borrowing 
materials 


$5.p0/ea. 
— / ^ 


American Library Assoc. 
50 East Huro'h Street ' 
Chicago/ Dlihois 60611 


100 multfiile-copy interlibrary loan 
forms (imprinted with library's 
liame and address) 


i20.00 • 


Demco.Bro Dart^^^^^"^ 
Highsmith\ Gaylord 



the ALA's Interlibrary Loan procedure 
Manual.. 

Generally, the procedure is as follows: 

1) When tequest for material comes 
in be sure to verify it; i.e., estab- 
lish that the author, title^ date, 
pages, etc. are correct, 

2) Record all this inf ojhna^ion on an 
interlibrary loan re(fuest form 
(see sample # 3 ). 1 

3) Determine whicl( lit)rary you "want 
tQ borrow the book from — use 
local public or academic libraries 

^ as much as possible] 

4) Fill in the library's name and ad- 
dress on the interiibi^ary loan 
fonp. * 

5) Type up a shipping label with 

f your center's name and address. 

6\ Send copies A, B & of form 
with dipping label to the Und- 
^••^ilglibrary. 
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7) File copy D of form in a file for 
your record. 

wflen borVowed material arrives; be 
sure to t^ell your resource center/library 
user to return the item to you in time» 
to mail it back to the lending library. 
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St^p;8^;*Circulation of Materials 



^Mm alternative tojnterlibti^ loan, 
irhkh can be a tedioi^ and too often 
nonrewarding ende^avor, your resource" 
9«ptar/Ii6riary may wish touestablish ^ 
borrowing lursairgements with any libraries 
in the area^which'V^u would u^ on a 
regular basis. While this sometimes in- 
vo^res a borrowrer's fee, it may also be 
free. Call and speak to the librarian, 
explaining your interest. Usually, some » 
arrangeiheht c^be worked out. 



Sample # 



9 



J J-340-J7 


Joan. Arvjjiraw i 




miTion of *n Apfrentic* 




Jdhn L Do* 




i02 K»in Str««t 








491-67 }2 








• 




















^ 














Sample # 3 



f Alt fssociATivmc * : 

^ CAMiRiDCE. MA^SACHUSmS 02138 



A 

REQUEST 



INTERtlBRARY LOAN REQUEST 

Accwdmq to Hy ^.Ul' lii4iOi V gry Loam CoAi 



f BEPORTS : C)mcIc«i w 

n 



I 



N_9T SENT BEC AUSE; 



J 



' Ij f ^ LkrcfY rote ' j 



- Ilku/«4 lav I 



ERIC 





} Rtiy.EWAI,S., Old reporf ih#»*^Cj 

|UMt*d «» „ . . 



Sample # 2 



, DATE DUE 










" — * 
















\ — 






























^--^ 












































/Ibt Assoipiates Inc. .^|^p 
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Audiovisual (AV) 
Materials • 

The circulation of nonbook- materials 
can pose unique problems for the center. 
In most matters, AV materials should be 
treated in the same manner as all other 
center materials. They should be inter- 
shelved among the books and cataloged 
in the same ^yay as the books. , 

' However, when AV materials are bor- 
rowed, users Kiay<want to borrow the 
equipment il^cessary to (Use the material 
(slide carousel, film projector, etc.) and 
they' may li^ire to preview the material 
in the center on such equipment before 
actually taMng it. 

It is recommended that if th^tenter 
owns a substantial multi^nedia Collection, 
-pj^yision be made to store AV Muip- 
nMt in the celiter in order to primew 
materials; The resource center lib ra)H|in 
hoi4d determine just what equipment ^ 
is needed. FinU one if4t1exists in^house. 
Either aprjinge to store t^is equipment 
irr the^center itself, or set up a procedure 
whereby^the center can access the equip- 
ment whenei(af necessary. ^ 

It is suggest^, however, that borrow- 
ing of AV equ|;)ment from the resource/' 
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center library no /be allowed, as the 
time and staff necessary to check equip- 
ment and its condition before and aft^ 
use are large. A better sfclution is tp, 
per the abpve, mal^ prcjvision in the 
center or in a^e§rby room to show AV 
materials when the borrower cannot 
provide his/her own equipment,, or to ^ 
refer the user as to where equipment is 
available. 

Sfcp4: SELECTION ; 
ot MATERIALS 

-*» • 
C^is step is to be distinguished from 
the following step on Ordering of Mater: 
kds. Ihis section deals with^ the decision- 
making procedures involved in selection 
of materials rather than^ in the paperwork 
involved in the physicahordering.) 



Purpose 




.The careful and orderly selection of . 
materials for a resource center/library 
collection is the best way to ensure an 
up-to-date and useful collection. The 
actual selection of mfaterials also allows 
the center staff to both become familiar 
with some of the most useful reference 
tools in the field jnd also to ke^cufreqt 
themselves on new developments and 
r^ent publications. . 

i 

Suggested Procedures ; 

The selection of materials should be 
»an ongoing process. ^Center staff must 
make it a point to periodically go througH 
all tlie selection sources (preferably as. 
soon as they arrive). The criteria\is6d 
for selecting materials and accepting » 
gifts or donations will differ from center 
to center, but considerations such as the 
following should play a part in your 
evaluation: r 

1) present collet tiop — Does, item 
duplicate present Q<$llection, or ~ 
is it complementary? 

2) users — Wll item be helpful to 
center users, or will it just sit 

• on the shelf? Has a user re- 
(juested it? Might it b^ helpful 



if 
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Step 4; Selection of Materials 



to survey users as to what their 
needs ate? 

3) center budget — Can you really 
afford the item orwould the 
n^ney be better spent elsewhere? 
(U and you still bdieve ^l\e 
it^m to be worth purchasing, can 
you obtain additional funds in , 
any way?). 

^(The following description of mater- 
ials needed for the selection of mater- 
ials is both limited an(| general. It is 
hoped that the center staff will use their 
own imagination'in seeking out addition* 
al sdection sources. ) 



Selections Resources , 


^I^oximate Cost 


Vendor 


Worklife (formerly Manpower) 

Hie official journal of the Labor 
Department's Manpower Adhlinia* 
tration. Hiis monthly journal is 
valuable both for iU brief news " ^ 
sqdibt^relevant to the^manpower 
situation and for its listing of 
"R&D Reporto" which includes 
recently received reports compUed' 
under research contracta graMed by 
the Manpower Adnainist ration, 
^mo«t of whicli are available from 
NTIS^. 


$15.30/yr. 


« 

w 


US GPO^ 

SuDOC#: LI. 39/9: (V.#) 
• 


State and/or Regional Newsletters 
Your state or area*s Manpower J 
offices may distHbuCe copieaof ^ 
newsletters. These are often free 
and can be valuable as a selection 
source if they^coAtain references tp 
recent publicatl6ns of interest. 


Often Free 


t 


Loc^, regional, and State 
Manpower offices. 


Monthly Labor Review 
This is the official organ of the 
, Bureau of LAbor Statistics and con- 
tains an excellent book review 
section with relatively long and 
detailed sighed reviews. 


$22.35/yr. 

• 




US GPO . 
SuDOC#: L2.6 
(Vol. #) . 


Got^rnmenf Publications 
As the official monthly listing of 
all government publications avail* 
able from the«Superintendent of 
Documents, this journal is invalu* 
able in book selection. It is organ* 
* ized by agency with a subject index 


J27.00^r.* 
* * 


« 


US GPO « 
SuDOC#: GP3.8: 
(date) 

9 
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Step 4: Selection of Materials 



^ 

Weekly Government Abstracts: 
Admintstratiqn 


' 530.35/yr. ^ 






Hys is a weekly annotated listing 
• of selected government reports on 
the. subject of administrationi Each 
year it has a subject index as the 
last issue and all issues are divided 
into general subject categ<»ries. 
^ould bejKanned weekly, 'both as 
^ a selection source and as a general 
information source. * ' 


* 

f 




\ 

* t ' 

i ' ■ 


Selected United States Government 
Publicatiqns 

This free|ponthly list is' a very 
selective listing of government 
fflttcations (most, if not all, are 
aSRisted in the Monthly Catalog) 
It is useful as a ^election tool , 
because U lists generally popular 
government items. . ^ 


'Free 

( 


' ■ 1 


US GPO 

^D0€#: GP3.17 ^ 
(Vol. #) 

r- ^ 


Manpower Admmistration Publi- 

-, CQiion*, /woiiouiK f ruffi 

Department of Labor Warehouse 
This is^xatalog of ETA publica- 
tions stocked in the DOL ware- 
house. This catalog can be kept 
current by making use of the listing 
of .ETA publications released ' 
monthly by file & memorandum. ' 


\ Free 

\ . - 


\ 

\ 


US DOL s 

" ' FTA Rr\oTnin99S 

601 DSt., N.W. 
Wash.,D.C. 2(^213 


Selected Government Agency . 
Publications Indices 






Specific Government 
Agency ^ 


Most goverhmentfageiicies period- 
ically put out an index of publica- ^ 
tions available from that agency. 
This index can usually be sent out 
free upon receiptsof written request. 






-^A f : ' 



appendix for instrticticms on ordering gpvemment publications. 
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Step 5: Ordering it Materials 



SelettkMi ol^udiovisual^ 
Materids 

While the selection of AV materials 
should be considered a part of the over* 
all selection of materials rather than a 
separate function, a few remarks on this 
process specifically are necessary. In 
some cases you will find that the above- 
mentioned selection resources will, from 
time to time, include AV materials and/ 
br review them briefly. Various federal 
agencies publish separate catalogs of 
AV miaterials which they produce and. ^ 



distribute. These catalogs are usual^y « 
avaUable from GPO and may be found 
J)y looking in the subject index'of the 
December issue^of the Monthly Catalog 
under "catalog^:" 

^ould you be interested in selecting 
fUi^i&jssued by the federal government, 
the National Audiovisual Center of the 
GSA (phone 202/763-1891) puts out a 
directory of AV persbnnel by agency. 
This directory can J^eVsed as a guide to^ 
further film procurement. Other source 
for the purchase«nd/or loan of free or 
inexpensive AV materials include: 



urces 



AV Selection 



Botham, C.N. Audiovisual Aids 
for Cooperative Education and 
Training. t969. . 



Educators* Guide to Free Film's 
Annual 



Guide to Government Loan Film* 
strips. Slides and Audiotapes. 



Educat6rs\ Guide to Free 
Guidance Materials. 1975. 

Educators* Guide to Free Tapes^ 
Scripis and Transcriptions. 1975. 
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Approximate Cost 

$2.50 
$12.75 

$2.95 . • 

$9.75 
$9.50 



Vendor 

Unipub 
P.O. Box 433 
MurrtTy Hill Station 
New York, NY 10016 

Educatio^al'Progrels " 
4900 South Lewis 
TuluL oft 74105 

Serina Press 

70 Kennedy Street 

Alexandria, VA 22305 

Education^ Progreu 



Educational Profipress 



StepS: ORDERING 
of MATERIALS 

Purpose 

An organized and consistent method 
of ordering materials allows the center 
staff to easUy determine what materials 
are present^jU^eing acquired for the cen- 
ter; it alld^ the staff to avoid duplica- 
tion of paperworic, and it permits easy 
follow-up of any orderin9||R>blems 
which may arise.. 

Suggested Procedures 

(lliese procedures will necessarily have 
to be adopted to any existing in-house 
ordering policies. It is advisable that the 
center staff meet with the office purchas- 
ing agent and the offi(^ accounting per- 
.sonnel to work out a workable method 
of ordering materials.) 

Once a book dr dther material has been 
selteted for acquisition, the center §taff 
should verify all the ordering information 
(i.e., correct author, title, price and piib-- 
lisher)by: ^ " t 

1) Lopking the book up in Soo/es m 
Print (can look up under either 
author or title) and copying down 
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Step 5: Ordering,of Materials 



ail the ordering information. At 
the«nd of the titles volume of 
Books in Print (BIP) appears a 
list'of all major publishers with--^ 
their addresses. The address 
should be noted also. 



2) If the book to be ordered is a 
goverrnneiit publication and is 
^ not listed in B/P, the library 
staff should next consult the 
Monthly Catalog of U.S. Govern- 
ment Publications. TheDecem- 



Materials Needed 



Approximate Cost 



Approxiraiktely 1,000 multiple » 
copy book order forms itn printed 
with library's name and address 



Boo^s in Print (current year) 
A listing by author (2 vols) and 
title (2 vols) of all current 1>ook5 in 
prmt giving author, titled publisher 
and price. End of title volumes , 
includes an'alphabetical listing of 
publishers with addresses and 
phone numbers. 

Publishers' Catalogs 



Monthly Catalog 6f U S 
Government Publications 
Monthly listing by agency of all 
OPO publications with author and 
title indict and a yearly subject 
index, r 



$5/1,000 




T 4 volumes 



V 



Free 



$27.00/yr 



siparaie'card catalog drawers (to 
ruLorder cards by publisher) 
1 for '[on order" 
1 for *'dead or received" 



See cataloging 
section for details 



Vendor 

Gaylord,Deraco, Bro-dart, 
Highsniith (or can have 
custom-made*book order 
forms, to order) 

R.R. Bowker Co. 

P.O. Box 1807 

Ann Arbor, MI 14106 



>m jttb 
Bop/mm Print for 
addresses) 

\ 

US GPb 



ber issue of each year is a cumu- 
lltive index to all the publications 
for the year ^nd lists publications 
by title and by subject. (However, 
since titles do vary, it is advisable 
to search under subject or subjects 
before giving up altpgether). Once 
you've found the publication in 
the index, it will be necessary to 
go back t6 the appropriate.Jnonth-- 
ly issue to determine pric^ and 
^ availability (be sure to read all 
the "how-to-use" directions care- 
fully). Most government publica- 
tions are available from the Super- 
intendent of Documents, U.S. 
Goyemment Printing Office in 
Wsi^hington^ (See Appendix on 
how to order GPO publications.) 



lot fin 

rd^l 

^rmroli 



d any in- 
g the mater- 
[Ifes are: 



3) If you^stUl cannot 
formation on ordq 
^ ial, possible alter 

a) If a government publication, 
csdl the is^ing agency if known 
or a likely issuing agency if un- 
known, or call the U.S.G.P.O. 
in Washington. 

b) ' If known, call the publisher. 

c) Q)eck the original citation to 
be sure it's correct. 
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Step6; Ref«rence 



It is reconynended that the center 
staff ke^ a file of publishers' catalogs. 
Hiese can, be obtained by sending a letter 
to the publisher (^ee BIP for addresses) 
requesting a list of current publicatidns 
asking to be put onto a mailing list. 
Ibis wiU allow you to obtain prices for 
my new materiali. which prqbably would 
. not haVe appeared in BIP yet. , ' 

Hating v^ified the bibliographic in- 
fomation, the next step is to complete 
a multiple order card (see sample bdow). 
Thircard can be sent to the publisher as 
long as a complete address appears on 
thee^rd: 




Once the form is complete^ fil^^ fol- 
lows: ^ ' 

1. Oi^^gjtpy (or more) to publtther as 
aii wder. 

2. One copy (or more) to card catalog 
under 'title and author to indicate 
hook is on order. 



3. (Optional) One copy may also bje ' 
^ kept in ajile by publisher to as^t 
^ checking in the materials when 
they arrive. * ' 

^ 'Hie prepayment of all orders is advised, 
if possible. Also,\govemment (G.I^.O.' and 
N.T.I.S.) publications rrmt^ye prej>aid5 
and a number of publishers also require 
prepayment for stoall orders. If it is not 
possible, to prepay all ordiers^ deposit 
accounts should be set up with G.P.O., 
N.T.LS. and,ffl|y other publishers you 
deal with extensively. Just ^te the ven- 
(Idr and indicate-your interest in establii^- 
ing a deposit account. For G.P*0. publi- 
cations it is also possible to obtain cou- 
pons and uke.^h^ to prepay orders. 
(See Appendix 1 for 4et9ib.) Either 
method allows^easy ordering. 

When ordered mqj^als arrive in the 
center, they should be cliecked in as 
follows: 

1. Indicate ^^d ate received^t)n the or- 
der form in ifie card catalog. This 
card Drill be i^oved once the 
mfiterial is cataloged and replaced 
withithe catalog c4rd. 

2. If an order form is filed by publish^ 
er, indicate the date feceived 6^\it 
and file it in a "dead** o^ **item re\ 
ceived*^ fi^e of some kind. It is 
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alway^ admsble to keep separafie 
the order materials from those which 
haye^beeh receive 




. If the item was not prenid, process 
the invoice and send4t to tntNippropriate 
accountmg office to be paid. Be sure to 
note on the or^er form that the invoice 
was ^nt to be paid. . 

. ITie material is now ready to be cata- 
loged and added to the collectic 



lection^ 

fCE 



Stej^: REFEREN 
Purpose . / 

One of t^e best public relations tactics 
a new center can use is to do a good job 
of answering reference c^kiestions. Users 
judge the worth of a center both by the 
'adequacy of its t6Ilection and by the 
quau^ of the staff's answers to their 
que^ions. The developn^ent of an ade- 
quate reference collection and center 
staff familiarity with the collection will 
do much to promote the center in the 
organization. , 

Hils is a very brief list and should be 
supplemented by books you fmd you 
must refer to often. ^ 

In addition to the reference sources 
on .the next pages^ it is advisable to 
have in the libraryjL^ 



w Step 4f Reference 



Ilk 
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A U.S. AilaS amf road map 
Phone books j^oth local and fo| major ^ 

UMS! citu 
Aaip code direqtory , 
A post office^directory ^ 
A set of encyclopedias <EncycR^edia 
' Americana ^ a good choice) . • ^ 
A good dictionary (Webster's Seventh 

Collegiate or Random House 

Dictionary are both good) 

Suggested Procedures 

pnter staff ^l^ find that answer- ^ 
tee questiofcscanofteli involve 
a^mudi asking of questions as giving^^ 
answers. Before you attempt to answer' • 
any question; be sui'e yc5| lindetetand ' 
^wnat is being a^kedf*i3on't be afraid to ^ 
aslc what terms mean or i^he question- 
er kntf^s nK>re alMt the topic. 

\ If a u^r is inter^ted only in a quick 
answer to a questiop, i.e,, what was the* 
1975 level of fupding for CETA Title J, 
it is probably best jtjist to1£nswer th# ' 
question. However^ ft* he^r she wantSt 
k lengthy bibliography, i.6., a Hsting of 
jbuYntl article jmd books on Vorking 
women; t]ien your role should be.to 
show the'user where to-lpcate the informa* 
tton and "directing him cr her to indexes 
and ab^tracte and showing how to use 
the sources; * ' * *fc , * • 
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A BASIC EMVLOYMEr|T AND TRAINING REFERENCE COLLECTION 



Item ^ ^ 7^ ^ I 

"^iailsi 'vboX A^^iroci of the U.S: 
Useful for answering all Jcinds of 
questions mvolving,steti8tic8~ 
both nationa( and regional. Be sure . 
V^^notice that each table has a foot- 
\ note indicating the source of the 
statistics. * ^ ' 

'Federal Direttory" ^ 
3rd Edition. 1975. ThU publita-. 
tion provides names, phone num' 
bers and addresses for fedei^ 

* government officers and is often 
useful in fmding out Who occupies 
a particular office as well as phoney 
numbers. Also includes organiza- 
tion charts for major. ag,encie8. 

{7.1$. Government Mqnual (Lat^t) 
Provides both or'ganization charts 
tand brief descriptions of agency 
and office fun«tj|ri| as well as some 
phone numbers. ^ * 

* State Information and Federal^ 
Region Book (Latest). ^ 
A Itsti^ig, by state, of all state 
gpvemnaent officials; U.S. Sertators 
(and their phone numbe/s) and 
selected federal offices in the 
state with addresses and phone 
•numbers. ^ . . 
Manpower R^prt of the President 

'XUtest) 1 . ,' 



Price 

\$8.00 
(soft-bound) 




$i.50 



Vendc* 



USGPO 



$50.00'(e8t.)^ J 



Clonsolidated Dftectories 
1133 15th St.^.W. 
.Washington. D.C. '20005 



GPO 



Potom^Kodks, Inc. 
--^.O. Box 40^04 
. Washington, D.C. 20016 



(^ntinued on next pegg) ' 
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Step 7; Promotioh 



JJ"^^"^ Report includes \ 
A ^^Attftks cm^ Employment and un-, 
^ enl|)loyment, public service job^ 
and federal «maii power proj^H^, as 
well as descrtptioRs^m^yses cnT the 
impact; scope and trMds of federal 
mai^power j>rogranis. ' ^ • 



Handbook of*Labor Statistics « 
(Utest) 

Statbtical data on the laborfqrcej: 
employment an^d unemployment, 
hours, wage, productivi^ty, con* 
sumer wholesale prices^ unions and 
selected foreign labor s^tistics. 



$5.35 



4 ^ 



GPO 



Human Resources Abstracts 
This quarterly journal indexes anti 
abstracts both books mi periodical 
articles. It is an ex<;ellen t source to 
consult wl)en compiling a biblio^ 
' gr^phy^r a list of readings. 

BNA^anpower tnformai^hn 
Service ^ ' * ^ 

Ihis loos^leaC service provides /* 
"citrreni reports'' on federal rn an- 
PQwef programs and funding; 
manpower training program devel^j 
opfmentT^ew legislation and regu- 
latioA ^Cfectrng manpower pto* * 
»grams. Its "reference files'- provide 
%eUiled descriptions of the major, 
manpower programs and analyses 
of current federal manpov^er 
fundiilg^ "Also includes directors of 
government agencies, private 
, organ izc^tions invdlved in manpbwerr 

^ 



$50.pO/yr 



Sa^ Pub., Inc. 
275 S. Beverly Drive 
Beverly Hiltl, CA 90212 



$^00-$300/yr. 



Bureau of National Affairs^ 
1^1 25th jSt., N.W. 
^Washington, D.C. 20037 
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Providing information to those who 
need it can be very rewarding. Wiiie 
center users expect answers, they also 
appreciate a knowledgeable referral. 
If you don't knowim answer to a question, 
don't hesitate to refer the user tS a poten- 
tial resource. i 

Step7: PROMOTION of 
the RESOURCE CENTER 

One of the most important,' effective, 
and rewarding tasks ofthe'center staff is 
the promotion of the'center and its ser- 
vices to curr^t an^d potential users. 

A variety of methods alone or, pre- . 
ferably, m Combination, can be used to 
achieveuthis goal» Hie first objective^/^ 
should be to make tKe cenlier's estistence 
known and to get the resources used. 
Word of mouth and oersonal contact are 
the most valuable t6ols you have. It is 
critically important to Imow ^at is 
going on and to be able to aiiticipate tiie 
needs of your user>group. Request per- 
mission to attend staff nieef ings where 
plans and strategies are discussed. Iden- 
tify problem areas, select appropriate^' 
resources and physically, personally 
bring the materials to the attention 6f 
the appropriate person. 

Whenever it is decidedjo start a train- 
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Step8: Center Administratig)) 



ERIC 



ing course, seek out appropti^te materials 
a&d bring them to the. course manager or 
trauler. When needs analysis are formally 
(or informally) conducted,vggain obtain 
tWmaterifds and bring it to the attentioix 
"of the person wlio must addles the needs. 
When need^aristf for which you have no 
appropriate material, start calling all 
ydur contacts (other librailes, other agen- 
cies, etc.) and pursue it vith tenacity. 
Pretty sopn people will b$gin to respect 
the center as a viable soQrce of Useful ^ 
information. 

Flyers, brief announcements*, or a Re- 
source Center Newsletter are all easy to 
do and often effective. Hie goal'here 
should be 6rie of simplicity of design. 
Be brief, but don't hesitate to brag a bit 
about the center's resources and services. 
A one-page aAnoi^i^cenieht, photocopi^ 
(use colore^rpaper or an odd length ^ it 
will stand x>at in a crowd of papeiij^and 
posted or mailed is a good st^t.* 

. Follow-up is also impi^rtant. Send oMt 
^ ' one or two more brief flyera (making 
each a bit different — ^cjaybe emphasizing 
specific services or res^ces^ after the 
first. Make people curious. They 11 want 
to come an(!Psee what all the fuss is about. 

Within the center, the use of bulletin 
boards is d good way of familiarizing 
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^users with^Hr^poks, ^he library staffs 
reference soHces, capabilities . . .s 
Make displayf colorful ancTbe sure to ^ ' 
plad^hem near4he entrance scrpeople 
won't'miss them. 

Typing some sort^f iriet newsletter 
regtllariy will^olh remind pe*ople otthfe 
\ center and acquwTt them with llew 
4 materials.* Compiling such a newsletter 
need not take much time. When new 
materials are acquired or cataloged, 
^v(nrit§ a brief 5«n6nce or two onXhe con- 
tent of* each on a card^ Then you can 
simply use these cafds for inclusion in 
the newsletter. * , ' 

A good way to initiate the center is tqy^ 
hold an opeh house. Provide free refresh* 
^neijts and brief orientation tqurs of the 
'facility andlRaterial^ available. Periodic 
^ "screening sessions" of audiovisual r 
materials is also helpful. Wh^n- new staff 
come on board 
^ ally inviting t' 
and give tf^em.an' orientation to the 
facility. 



ur^^ake a point of person- 
tnH to the r^urce center 



One of tbe best advertisements for the 
center is, of course, good service' When 
center staff are courteous and helpful, 
word will get around. When staff requests 
for information are keeping you busy 
110% of each day, then you know your - 



center is successful. Until then, keep ^ 
actively promoting the center and 
JlEACHing out with niaterial^ Don't 
#ait for people to come \d you 

Step 8: CENTER 
>U)MINISTRAT1DN 
aM MANAGEMENT 

Ixi*a one-to-two person resource cen- 
ter, administi^ation^is a task* which will 
hardly seem separate frcwn the daily 
work of running the center. However, 
certain of tl^ese tasks should not be for- 
gotten in the husde apd bussle. 

• «. * 

^--^^e most important of these is budget- 
ing an3l)laxinipg.'^ When the center is* 
first organized, thelibrarian should npet 
with his or her supervisdrtb jDUtli'ne 

^ budget for jhe coming year. St^h a 
'budge^ should include expenditures for: 
(1) books;*(2) periodicals; (3) center ^ 
supplies and fumishings; (4) staff; 
postage; (6)'bceroxing; (7) bny other Over- 
head expenses which the f&rary must 
absorb such as telephone; (8) noncenter 
supplies (stationary, pens,ink'. : '.); and 
(9) fringe berfefits. In ord^r to simplify* 
futur^ budgeting, ft sure to keep good 
records'of aH such expenses during the 
first few mont weratron. This 
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Step 8: Center Administration 



.will allow you to adjust the budget, if 
necessary, to make it more realistic. . 

Another important administrative task 
is the planning^f center goals and objec- 
tives. Such a plan should be done at 
least yearly and evaluated by both librar- 
ian and supervisor. Include in such a plan 



a statement of !he-p«rpose(s) of the * 
center an^the methods you propose to' 
achieve the program. Sudi a plan not 
/only forces the ceilte? staff into verbal- 
, izing its objective, but also provides 
needed backup and accountability for 
the expenses included in^e annual 
budget. 



rAn excellent format for the presenta- 
(on of botti budget and plans is the 
inual report. In addition, such a report 
^should contain statistics on numbers of 
n^^rials acquired, materials circulated 
ana ilhistrations.. ot the types and quantity 
of reference and research questions . 
answered by center staff. 
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^ Step 9: How to Keep Groyning 



^ While keeping track of such statistics' 
can be #ime consuming, If you design ^ 
one (jf two forms (i.e., a center request 
form^which is filled out for all reference 
questions) and keep used library cards 
and order forms, the process is greatly 
simplified. 

Th^dSy 'to-day management/ of a small 
center is often made easier when the ^ 
center staff outlines specific daily tasks 
to b^done and takes care of them early 
in the day. This leaves tim6 for other 
work and guarantees that you don't get 
too behind in any one activity. It may 
be advisable to combine a brief checklist 
of such t^asks to be done, such as the 
following: 

^hecklist of Daily Jasks 

1. Shelve any leftov^r«m^terials and . 
generally straighten up the center., 

2. Record daily circulation, ordering, 
and reference statistics. 

^ 3. Send out overdue notices. 

4. Do cataloging tasks for the day. 

5. Order books. ^ 

Hie admimstration and management 
of centers differs for hch. Be sure to ' 
discuss budgeting pjannmg and record- 
keeping* with your supervisor to find out 
the kinds h^K^ considers necessary. 
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However, realizing that you, as librarian, 
have responsibilities in this area is m6st 
important. A center which is effectively 
managed will be much easier to run and 
live with. 

Step 9: HOW to KEEP 
GROWING 

Tha continual growth of your re- 
^source center /library in terms of both 
size and ui^ will depend on your personal 
efforts. Obviously, user feedback in the » 
form of comments and written requests 
for suggested purchases will determine 
some of Ike ways you can grow and ex* 
pand. Others will Ite up to you. 

One of the best ways to keep in touch ' 
with what other resource center/libraries 
are doing and learn how thejr solve prob- 
lems kto attend meetings of the v^ious 
professional library associations in your 
area. The-Special libraries Association 
(New York) has many local chapters 
which regularly meet for^oup presenta- 
tions and/or discussions. Some chapters 
also have newsletteis which are worth 
reading. Other library associations which . 
may fhterest yqji include the American 
library Association (Ghicago) and/or ; 
your state library association. 



As the center expands, you will want* 
to communicate this growth to usersf 
One method is to circulate some kind of 
listing of new acquisitions. Hiis can be 
' done in conjunction with a regular re- 
, source center/library neWsletter or on its 

omL including brief abstracts of new 
' miteiifes and-indicating redbmmended* 
uses will make the list a valuable center ' 
promotion. 

^ In order to determine how well the 
resource ceijj^er/library is actually serving 
its clientele, you may want, at some point, 
to survey center^-users to get some feed- 
back. One way to do this is to include a 
brief evaluatipn card in the book pocket 
of all cir,culating materials. The card • 
could include such questions as: (1) Was 
the matirtais^fuKo you? (2) Would 
you recjommend it to others? ^) for 
what? (4) any comments? This kind of 
feedback not'only.gets center users in- 
volved Jt)ut it also provides the librarian 
with an idea on how useful and valuable 
various center materials are — this should 
make future ^ook j^lection easier. 

' Another method ot determining how 
'the center is actuall]r serving its clientele 
is to survey all UsAs ~ including those 
who do not check out materials. By hav- 
ing all us^rs fill outra card answering such 
questions as (1) why d\i^ you come in? 
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Step 9: How to Keep Growing 



(2) Wlyt materials wer^you seeking? (3) 
did you find it/them? (4) what else would 
be helpful to you? (5) etc., you can not 
only show your interest in encouraging 
center use and meeting individual needs, 
but you can determine what additional 
materials should be ordered. 

Hiis position Jexids itself well to an 
upgrading opportunity. It would be com- 
plementary io the center to utilize staff 
who are knowledgeable in employment 
and training programs as this would be 
helpful to users and would save tinieTrT 
the r^iaewing, selection alid cataloging, 
etc. of appropriate materials. If a candi- 
date is selected with the basic knowledge 
and abilities and with a lot of motivation, 
this pd^ition offers growtfi to booming 
a resource generalist; a position that will 
always be critical in the employment - > 
and training processes. 
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Appendix 1 



APPENDIX 1 

Sources of Equipment and Ordering 

E Library Suppliers • '., • 

Demco 
Box 14«8 

Madison, Wisconsin 53701 

Gaylord Brothers • ' 

P.O:Box61 

Syracuse, New York. 13201 

Brodait 

56 East Street 

Newark, New Jersey 07114 

Highsmith 

P.O. Box 75 * . ^ 

Fort Atkinson, Wisconsin 53538 

Aus local stationery and office equipment stores from yeHow 
pages. ' 

II. Ordering 

A, Qpvemment Printing Office (GPO) 
✓ 

1. Order forms are included at the back of the Month- 
' ly Catalog. Compl^^fflls.being sure to include 
fRe, quantity y price, and ordering number (i.e., 
^ gu. Doc. or stock number).* 



2. Include e/ther a check or coupons (see bel(j^ for ' 
details^. iDo not send cash. 

Send to/ Superintendent of Documents ^ 
U.S. Government Printing Office 
Washington, D.C. 20402 

Coup/ons are for sale by GPO in various quantities. 
Wrije and ask for fjjrther information. It is also 
po^ible to establish a deposit account with GPO 
id charge itenis directly. 

B. Natibnal Techqical Information Service (NTIS) 

?TIS doctiments ar^ available in hard copy,. miCro- 

le, magnetic tape or punch card for^iat. NTIJ^ 

order forms can be obtained directly. Ail items 

must be prepaid by check. IDeposit accounts are 

also available. Send_orders and correspondence to: 

* * n 

JfVt^ - '■ 
U.S. Department of Commerce ^ 
5285 Port Royal Road 
Springfield, Virginia 22161 

When* materials are needed hnmediately, a'ru^ order 
maj!Li)e phoned in and charged to deposit ^gounts. 
^thechi^e is $b additional for pick up or $10 for 
special delivery mwl. Orders mailed usually arrive 
within 48 hours. • 



\ 
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APPENDIX 2 * 

Mthority File for . ^ 

Ibederal Governmeht ^uthpfs r 

Refer to- this when cataloging materials whose author is a 
y federal ^vemment^ency. This will allow you to be con- 

sistei^ All publication^ of a particul^ agency^ wHI then 
j|appQ& together in the cafd catalog. 



C 



U.S. Dept. of Agriculture. , Fawner Cpeptfative Service 
^ U.S. Dept. of Agriculture. ^Federal Extention Service *. 
..^ U..S. Dept. of Agrict^fure' Forest Servic^ ; . y 
* .,U.S. Dept. of Agriculture. Rural Electrification Administration 
^ U.S. Dept. of Commerce' , ' ^ 
U.S. Dept. of DWense'. Defense Supply Agency 
U.S. Dept. of^ififelth, Educatio^jjg^dJjlfelJitet^ 
U.S. Dept. of.H^^th, EducatWsjd Welfare. QJfice of Re- - 
gio^l^i^ QomniUni^^ iJevelopment • ' . 
Do^HHealth, Ediibation and.W^fare. Public Health 




y,S. Adyispry Coinnwssion'onlntergovemm^ntai Re^tions 
U.S. A^ii|^ for International 'Developme ^ ^ 

* Dei^^f State " ' • » l • 

U.S. Agricultural Research Service. See — U:S. Dept. of 

• Agriculture ^ 
If.S. Bureau ^of Domestic Commerce ^ 
U.S. tiureau of Federal Credit Unions; 
^ U.S. BurTOU of Labor St^tUstics ^ ' 
U.S. Bureau of Lan(i«Managemont. See — U.S. Dep^. of the 

^ interior ♦ • y/^ ■ 8 , 

U.S. Bureau of Outdteoi:,Re<ireation. See, — U.S. Dept.'^of th 

. ^Interior "* , ' • 

U.S. Bureau o^Jthe Census / 
- . U^S.* Civil Servicje Commission* ^ ^ i , ' * . ' . 
U.S. Civ4 Service Commission. Library ^ \ 
U.S. Commissi6r¥on CivUr.HUghts ' " ♦ 

U.S.-Comptr61Ier43teneral • ^ * . - « 

U.S. CoAg..HoUse ;i 

U.S. Cong. Jtint'Ecbnomic Committee ' ^ - ' 
^U.S. Cortg. s4naft ^ - / *" 0 

U.S. Defense Supply Agency. See — U.S. Dept. of Defense - 
» U.S. Dept, of A^culture ' , . * ' ^ ^ 

U.S. Depi of A^cultiJre. Agricultrual Reseaich Service 
. U.S. Dept. of Agriculture. Economic Resesgrd^ Sfen^ce 



U.S. 



■U.S. 




^Health, EdWftlj on and Welfare. 3ocial and, 



Behab'Ilitation Service 
Dept. of Housing and Urban Development 



Library*, 
Office of 




Office of 



.dministr^on 
ivelopme^T 

:eihent 



U.S-Dept o:^ousing and Urban Development. 
<.U.S. Dept. of Housing and Urb^ DeVelopineiit 
' ' Community l?evelo(5n!ent 
U.§. Dept. of Housing and Urban 

IntematidniJ Affairs^ 
U.S. Dept. of Labor . ' 
U.^. ^ept. of Labor.' Employnient 
U.S. Dept. of State? Agency for Inte; 
U.S. Pept. of the Interior 
US. Dept. of the Interior. Bureau of 
U.S. Dept. of the Interior. Bureau of Outdoor Recreatigh 
U.S. Dept. of ttie Treasury / ^ ^ " ' \ 

U.S. Dept. of the Treasury. ftiterni,tlevenue Source / 
U.S. Dept. %f the Treasury. Office of Revenue Sharing 
U.S. Dept. of Transportation 
U.S. Economic Development AdntlflMiation 
/ LL&Econbnjic §frvic^ Se^— U.S. Dept. of Agriculti|i« 
nviromoenW Protection Agency 
•Farpi Credit Administration ' ■ ^ 
Faimw Cooperative SelVice. -Se^ — 1J.S. Dept-*of Agri 
"bulture - ' * 



U.S. 
U.S. 
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U.S. Fanners Home Administration * * 
U.S. Federal Tr'ade Commission 
U.S. Fores.t Service.^fiee ^ U.S. Dept. of Agriculture 
' U.S. General Services A^iministration 
^ U^ -Internal Revenue Service, — U.S. Dept. of the 
/ Treasfury ' - , ' ^ . 

U.S. Legislative Refeemce Service. See — U.S. Library of 

Coilfflress ... • 

U.S. Libnuy of Congress ^ 
US. Libjary of Congress. Legislative R^erence Service 
, U.S. Manpower Administration. See*— U.S. Dept. of Labor 
; US! National A^rona^j^ics^and Space A^ryiinistration 
- > * U.S. Office of Busine& Development. See - U.S. Small 

Bjisin^s Administration 
^ U.S.Office 3f Community Devetepment. See — U.S.'Dept. ^ 
- of Housing andXJrban Development 
US. Office of Economic Development. See — U.S. Office of 

Economic Opportunity 
U.S. Office cd Ecdnornic Opportunity 
'US. Office of Economic Opportunity. Office of Economic* 

Development. ^ ^ 

U.S. Office of International^ Affairs. $ee — U.S. Dept. of , 

Housing.and Urban pevelopment * ' 

'U.S, Office of Management and Budget 
. ^ U.S.^Offlce'of Miiybrity Business Enterprise 

l)^S. Office of Regign^ and Community Development. See ^ 

' U.S.-Pept. of Health, Education and Welfare . ^ 

U.S. Office of Revenue Sharing. See — U.S. D^t. of the 
• ' Treasury 

, ' U.a Presidfirtt • - ^ . ^ ■ 

Aj.S. PubijLc Health Service. Sse-" U.S. Dept. of Health, Edu^ 
/ ^ ' cation and \J/felfa(e.. / ^ ' { ♦ . ^< 

^ *U.S. Rural ElecUhfication Administration. See — U.S. Dept. 
> of Agriculture' " 

US. l^all Business Administration \^ • 



U.S. Small Business Administration. Office of Business De- 
velopment 

U.S. Social and Rehabilitation Service. -See — U.S. Dept. of 
Health, Education, and Welfare. . ' 

- * . . . ' . " O 



APPENDIX 3 

Checklist of Resource Center/Library 

,Si]pplies,Farni$hii^, 

Equipment 



FOR CATALOGING 



\^ecessary ^ 

.Card catalog 
. Catalog cards 
. Rubber stamps 
. Shelves 



'Optional 

_ Labeling tape 
_ Heating iron 
Catalogjcard guided 



^ ^elf labels 
.teJBooJc truck 



FOR STORAGE 



.I^ec^ssaryj 

_ Filecabinet(s) 
_ FiTe folders ^ 



X)ptional,^ 

.Hanging files 
. AV storage boxes 



' , . - _l Magazine storage^ ^Ives 

FOR CIWCUU^TlbN s\ • , 



NecessMy' ^ , 

diarging tray 

, Boojc card 

*, Date staif^ • * 

" ;.%ook cards ^ 

Book ppcket 

* I 

-71 



Optional ^ 

^Charging tray, guides ' 

^Circulation desk , 




FOR ORDERING 



Necessary 
. Book order forms 



Optional . 

projector screen 

tape and dispensets ' 

glue 

^ scissors ^ « 
_ stapler 



» 'Cr- ■ 
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AITENDIX 4 

Glossary of Terms 



Abstract — A written sumrAary, usually fairly short, of the 
essential points, content, etc. of a book, article, or 
. other.material. 

Audiovisual Mateh^ — Air nohbook materials, often instruc- 
tional, which make use of sight and/or sound; i.e., Skn- 
.strips,Videotape, slides, etc. • 

Book Caxd — A ^mall 3" widfe by 5" hi^ heavypaper card 
' kept in the book pocket of center matenim^t is 
filled out by th^ borrower and tlieh fUed in the charging 
tray^ to be placed back in the UtXpkjpocket when^aterial 
is returned to" the center. 



Utxokj^ket w 



Book Pocket ^ A heavy paper stock card apprgximately 
wicie by 7"^higlr, with a pocket opening to hold the ' 
book card. It is'^ued into center niat|ttpls and usually 
has room for the date due stamp and the o 




owning center's 



atiprint. * , ^ 

' • ♦ 

BookrTruck — A wagj|flike vehicle with 2-4 shelves used tc^ 
trans^porting books and other center materials. May ^ 
also be used^for display; i.e., of new titles, special ex- 
hibits, etc. 

d Catalog — A set ef card file drawers (separate or attacBfed) 
rods inserted ih each. Used to hold catalog cards in 
abetical order to allow center users todetermirte 
wh^t the center's holdings are. 

d -r A 7.5 cm by 12.5 cm rag-content paper card 
recor d m jllior, title, and subject information on 
ifflsand Bled (via rod hole in^card) in the 
S^ar^te^cards are made for author, title, 



and all subjects^Qlowing various access points to tlie 
matenal. 

Catalc^ Card Guides — A set of pressboard or other heavy 
stock*coto/o^ cards with tabs indicatin^alphabet'Ietters ; 
. or full words. \Jsed to divide catalog cards in card Cflta* 
log to make access easier. 

Qassificatim Number — A series of numoers and/or letters 
assigned to the subject content -of center materials which 
allows all books, films, etc. on the same'topicTto be 
jhelved together*. This allows center users to browse 
through the collection in qqe subject are^. 

Charging Tray^ A fili^like tray approximately 3Vi" hi^i x 
13" long used to file book cards in when materials are 
borrowed by center users. May bersingle or double and 
made of wood or plastic with an adjustable metal 
spring or block to hold cards upright and prevent sliding. 

Cross Reference — A notation or direction leading from dne 
subject heading or description to other related subject ,^ 
\ieadings. * v / ' * 

Heating Iron — A long rod with a small iron at the end. When 
plumed in, the iron heats up and is used to attach pres; 
surfe-sensitive labeis tp'book spines. ^ _ * 

Peri(>dical — Any center publicati6n which is published op a ^ 
regular basis; i.e., a nionthly journal, weekly newsletter, 
or qujyrterly repprt. ' ' ^ ' ^ 
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APPENDIX 5 - V 

BibliogTaphy of Books oKmall 
library Development 

The Administration of a Public Affairs Library: A Report on 
the SRL Collection: Chicago: Public Administration ^ 
Service, 1971. 

Association for Educatiohal Communications and Technology. 
Standards foi>Cataloging Nonprint-Materials, Third 
Edition. Washington, D.C.: AfiCT, 1972. 

Contant, Florence. A Library Manual for Community De- 
veloprAent Corporations, Cambridge, Massachusetts: 
C«nte'r for Community Economic Development, 1974. 

Fisher, Eva L., Checklist for the Organizatio^^^eration, and 
Evaluation of a Company Library. Second Edition 
New York: Special Libr^es Association, 1966. 



1 

AbrarL 



Kaiser, Frances E., ed. Handling Special Mate^^ in Libraries. 
New York: Social Libraries Association, 1974. 

•Mount, Ellis, ed. Planning the Special Library. New York; 
Special Libraries'A^ociation, 1972. 

Riddle, Jean et al, Nonbook Materials: Th^Organization of 
Integrated Collections. Ottawa: Canadian Library 
Association, 1971. 
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APPENDIX 6 

List of ^ocial Science 
Sutifje^t Headings 

Sl-OOO / EDUCATION 



Sl-100 Education, Preschool 

> * Sl-110 Nursery schools 



Sl-120 
Sl-130 



Kindergarten 
Child Care 



Sl-200 
sf^300 



Education, Primary 

•Education, Sec6ndary 

Si;^10 Junior high^schools 
Si" 320 High schools 
Sl-330 Prep schools 



S2-000 SOClbEOtJY 



Sl-400 Education, Hi^ef 

Sl-410 * Universities and colleges 
Sl-420 JrfRior colleges 

Sl-500 Education, Cooperative 

SI -510 Vocational education 
Sl-520 Occupational education 

Sl-600 Adult Education 

Sl-700 Conipensation Education 

1^1-800 Educational Administration and Planning 

Sl-900 Other 



S2-100 



S2-200 
S2-300 
S2-400 



S2-500 



S2-600 



Social History 

S2-110 Social movements 
S2-120 Social change 
^-130 Social valyes 



Social Classes 

S2-210 
S2-220 



Caste 

Social n^f^oHity 



Social Psychology 

S2-310 Behavior 
S2-320 Alienation 

"Social Services 

S2-410 Publie welfare 
S2-420 Social work 
. S2-430 ' Legal aid 
S2'4^V^ Aged and aging 
S2-450 Children and youth 
S2-460 Blind, deaf, and disabled 

Social surveys 

S2-510 Economic surveys 
S2-520 , Occupational surveys 
S2-530 Educational surveys 

Urban Sociology 

S2-610 Cities and towns 
Si2-620 Suburbs 
" S2-630 Migration 



S2-700 ^ Rur^ sociology ' 

^S2-710 Country life^ 



S2-720 Rural conditions 
• S2-800 Other ' • 

S3-000 ANTHROPOLOGY ' 

S3-100 Cultural Anthropology 

S3-200 Civilization 

S3-300 Mythology 

S3-400 Folklore and Customs 

S3-500 Etiquette 

• S3-600 Evolution 

S3-700 Primitive Societies 

S3-800 Other 



S4-000 



POLITICAL SCIENCE 
S4-100 Political Economy 
S4-200 ' Political Ethics 
S4-300 Poli4;ical Parties 



S4-310 
S4-320 
S4-330 



Camp^gns 

Conventions 

Primaries 



S4-400 « Government ' 



S4-410** Municipal government 

84 '4 20 County government \^ 

S4-430 Fed^al govemmeiVt 

S4-440 Civil service 




S4-506 Legislative Bodies _ ' ' 

S4-510 ' Congress • ~ , - 

S4-520 House of Representatives , 

S4-53a Senate ' • ' ' • 

S4-540 Legislative procedure 



S4-600 Uw 



610 
4-.620 
S4-630 
84-640 
84-650 
84-660 
84-670 
84-68 O' 



Legal bibliography 
Cinl'la* , 
Constitutional law 
Criminal law 
Corporation law 
. Public law 
Regulation 
Constitutions 



84-700 International Politics 



84-800 CriminalJustice 



84-810 
84-820 
84-830 

- 84-840 
84-850 

- . 84-860 

84-870 

S4-900 Other 



Criminology 
Penology 
Police 

Prisons and reformatories 

Offenders 

Crimes - 

Courts 



'S5-000 ECONOMICS ' . 

155-100 ^Economic Assistance 
. S5-200 Economic Development 
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S5-300. Ecbnomic Conditions 

♦ S5-310 Business cycles^ » 
S5-320 . -Depressions " * . 
S5-330 Inflationary periods 

S5-40b Economic History 

S5-500 Economic Policy' . 

S5-600 ^ EdOnomigs, Mathematical 

^ "3^-610 Econome^j^es^ 
S5:620 Statistics . ^ ^ 
" S5-^0 Economic models 

S5^70b Business and Fidance . i$ ^ 



S5-710 . Money and bankinjg 

/ tr;%s/720 Credit 

.S5-730 . Exchange ' 

. , / •85-740^ Corporate finance 

\ . * S5*-750^ Ipsurance 

85-7^0: Taiition 

85-770 dustoms . 

85-79d| Public accounting ^ 

85-800 Other . ' ' 



86-300 



8^-220-^.'^arketing 
S6:>230 Advertising 
86-240 8alesmanship 

Foreign' Trade . 

86-310 = Imports^ 
S6-320 Exports 

S6-400 Commercial Product^ 

8^-500 e Transportation 

, ' ' 86-510 Railroads 

- 86-520 Ships ' ' 

86-530 Airplanes 

86-540 Aiitortiobiles * 

86-600 X^mmunications ' ^ 

• 86-610 . Postal service . 
, 86-620 Tel^hohe 
86-630 Telegraplti 
, 86-640 Televi^on, 
86-650 Radio 



86^00 



Other 



S6-ooo^ BuariNE8g AND comme;rce • ' . 

' 86-100- v E^siinesS -^typ^s . > . 

. ■ 86'UO ' 'Wholesate.tarade' • 
^* • • ' 86.-1^0 Jtetail trade 

86-130/ 'Cooperative business 
« ! 86-140 * Realestate- . * • 

.!S6-'200 ^usinesl Managenxentand^rganization 
S6-210^ Accounting and bookkeepirrg 



ST-oobV HISTORY Ato gedqraphy; 

S7-100 HisTOrx, Periods 



' 87-HO Historyv ancient and classical^^ 

. 87-1^0. History, mQdiev^ ^ 
; ? JP7-130 History ,vmodyn 

S7-200 , Archaeolo^ ^ * ^ 

87-300 . World History ^ 

S7-400 American History ^ 



8ff 
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S7-500 * Atlases and Maps 

* S7-600 Gazeteers and Guidebooks 

S7-f00 Physical Geography j 

S7'-800 Ai-ea Studies' ♦ 

. STtSOO Other 



S8-000 PSYCHOLOGY^ 



ERIC 



, S8-100 Psychology, Apidted 

* *S8-llb ^ Industrial psychology 

S8-120 Interviewing 
•* S8-130 Public relations 
^ , . S8-140 Tlierapy 

'.Sfr^OO Psychology, Child . 

S8-3rfo Psych ometrics 

S8-^10 Personality te§|p 
S8r320 Intelligence tests * ' 

§8-400 Psychology, Abnormal 

, §8-41(5 Iijsanity^ %r 
- ^^ktQ " Crin<inaHnsanity^ 
^8-430 Mental Institutions 

's 

S8-500 Perpdnality [ 

S8-5j}.0 Personality Theory 

' S8-520 ' The Senses 

' ft ' S8-530 "Behavior ♦ ' • 

S8-540 Learning ^nd motivation 

S8-600 ' Other • ^ 
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FileKey 'I 
Litiployment and Training Subject Areas 




SUBJECT AREAS 



HLEsKEY 



^-000 Planning and Administration 

Infonnation on the theory and praotice of^ttirig up 
t and running of ^employment and training pro-ams 

* ]Va-100 Needs Analysis 

^ Labor market information identification of 

jKmpioyment and training service nee^ — projec- 
tions 

1-200 Resource Analysis 

Identification and mobilization of community -re- 
^ sources — universities, volunteers, support groups, 

1-300 Program Design 

Means of structuring programs to meet needs * . 

r-400 Management , . 

' Central way^of organizing and supervising employ- 
ment and traiX^ig/resoun^ not listed be^ 

1-410 Management Plarining f ^ 

IrTformation on plannlrig staff, finan6es,iietc. 

* *.* ' * • '' 

1-420 Program Direction*^ ' "5 

Ways Qf organizing and supervising «taff ' 

T.-430 * Mahagem^nt Control ' * * . 
^< ^ Management information systems, financial. 
^^"^ subgrant/contract management ' 



i 
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1-500 Program Specific Administration' 

Planning and ^ministration infoimiKon that v^^ . 
only sqpplicable for specific employrtient 5uid 
^ training programs — WIN, ES, CETA ^ ' . 

1- 900 Other r * . - 

Infonnation on planning and administration not* 
Qowetmby above classifications ^ 

'2-000 Applicant Services , . ^ . 

Information on providing services to employment and 
fining program partici|)ants 

•2-1,00 Recruitment , 

Means of attracting employment and training • • 
* program participants, 

2- 200 Intake/Assessment 

. Ways of inducting and assessing employmej^bid 
' training participants (see also 2-440 CounS 

and X^ting) 

2-300 'taient Skill/Knowledge Dexj^Iopment (Training) 

General information on training programs not listed 
below , * ' ' 



ledEhc 
i^g 



2*310 Remedial Training # ' ^ . 

Information on course^; anrd programs that focus 
focus on basic skills 5uch as basic education, 
language skills, etc. ^ - 

2-320 Work Adjustment Training 

•Programs^at are ^oriented towafd entrants and 
. re-entrants to the iabor market ^ch as: jn ^ 
school youth, work experience, prevocational -t 
orief^tation courses, etc. ^ ^ . - ' 4^ ) 

2-330 Occupational Skill* Development . ^^f" 
Information on programs, curriculum and 
courses for entry or upgrading within occ^ipa: 
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' . ~ tidns. Includes institution^; onj-the-job/and * ^ 
•other Tion-apprentice training. 

2-340 Apprentice Training ' 1, ' * 

Information^ on apprentice training — admii)is- 

tration, entry, training t^hAiques,«tc^ ^ < 

, « 

2-400 Support Services - \ ^ 

' General information or) providing support to 

participants ot employment and training programs 
, Aot listed beJo\C. 7 * , 

2-410. Child Care V, ' i 

2-4 20\ Transpoijation - . ^ 

2-430 Health ' ^ . , . , ^ 

2-440 Counseling and Testii^g^^ ^ 

2-450 CoachiAg ^ * ^ 

f 2-460 Supported Employment • ' 

^ Information on programs that provide supported ' 
employment such a3 financially suppprte^d ''btls^' 
. nesses," shelterecf)vorkshops?etc* 

*2-90#^ Other ' . . '.^ 

^ S Information on s^Dplicant services not covered by ^ f 

above classifications. , • 

• . 

3 000 Placement Service^ - ^ 

• General infprmation*on^serviceydesigned, to bring to- 
, #geth.er and match jobs with applicants 

3-100 Employ er/RelationsVJob Development' 

^ Information on obtaining job orders in general or • 
'Q 'specifically fof aiwdividual including public rela- 
tions, advertisem^^ direct solicitation, -etc. 

3*200 Job Mgitching, Referral aiicl FoUo^^.-up * , 

' Processes of referring to and following up. wi^th em- 
. p^oyei;3 • / , ' 



3-900 



Other , • » ^ * 

Information on Placement Semces not listed above 



4tQ00 



Employer' Services ^^^^^^ 

Genersd information on providing technical services tp 
spec^ic employers or improving the economic climate 
of toe community. 
^-100 Technical Assistance ^ ' ^ 

Information on helping employers with personnel , 
problems including: EEO compliaifte^, turnover,' 
job analysis,umgrading, etc. 

4;200 ^^onomic ^pFelopment , % 

I ^ograms to improve the economic climate oMJie 

' community in general or specific sect<5rs including . 
^. minority business develOinnent, plant location 
V ' assistance, etc. > ^ 

4-900 Other 

Information on Employer Services riot listed above 

5- OpO Correcftions/Legal , ^ • ' 

Infom^ation on the design and conduot of pi-dgrams ' 
for offenders. These include programs for inmates, 
p<e-tnal interver\tion, jvork release, etc. 

6- 000 Public Employment Programs 

Infonnation on programs to pla<!e individuals in puj)lic^ 
employment including Public EmploymenlHEmer- 
. gency Employment, etc. 

7- OpO Employment and Training Economic and Social 

Policies , ' \ 

Information relevant to ifie formulation and directionr 
. . bf National atnti Regional Employment and Training 

8*000 Special Emplo^ReriV^d Training Research Grante 
* . (fiot elsewhere classified) \. \ 



Infbrmation on grgpt^ntft listed in above categories 
thatiure limited to special foeus areas 

8-100 Employment and Training Institutional Grajits 

8-200 Doctoral Dissertations 

8-300 Small Grant^esearch Projtets ' > . 

8-900 Other ' f ^ * 

11-000 Unemployment Ins* 
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Cross Reference Key 

Employment and Training Subject Areas 

AlpKi^betic List 

•Addicts Us« DRUG USERS 

ADJUSTMENT 

See a/so DISADVANTAGED 

Adult Education Use BASIC EDUCATION 

AFDC Use AID TO FAMILIES WITH DEPENDENT CHILD- ■ 
REN , 1 ■ . . 

AFFIRMATIVE ACTION PL AN^ 

See also EQUAL EMPLOYMENT OPPORTUNITY COM- 
MISSION ' ' • , # / ■ ■ 

AHIT Use ADVANCED HIGH INTENSITY TRAINING 

AGE DIFFERENCES 

AGING ■ " 

- See also OLDEE WORKERS; RETIREMfiNi' 

Agricultural Workers Use FARMWORKERS 

AID TO FAMILIES WITH DEPENDENT CHILDREN 
' , ' ffee also WORK INCENTIVE PROGRAM (WIN) 

Air Force Use ARMED FORCES 
' ALCOHOLICS 

ALIENATION ^ 

See ateo WORk ATTITUDES; ATTITUDES 

ALIENS. -* • 

See a/ao IMMIGRANTS; LABOR CERTIFICATION 

PROGRAM . 
Allowances for Traimng Use TRAINING ALLOWANCES 
American Indians Use INDIANS ' - •. 

APPLICANT SERVICES _ " / 
Applicants Use APPLICANT SERVICES 



APPRENTICE T^tAINING 
Aptitude Tests tSse TESTING 
ARBITRATION v . 

AREA PLANNING 
ARMED FORCES ' . . 

ASPIRATIONS ^ ■ 

\ See also EDUCATIQNA£ ASPIRATIONS; CAREER • ♦ 

"choice • ■ ' 

Assesaaient Use INTAKE/ASSESSMENT - ^ 
ASSISTANCE TO EMPLOYERS . 

• See also EMPLOYERS SERVICES 
AUTOMOTIVE MECHANICS 
Average Hourly Earnings Ike WAGES 
BANKING INDUSTRY ' 
Bargaining Use COLLEj,CTIVE BARGAINING * 
■ftVRRIOS ^ « «f , ^ ^ 

See also SPANISH-S^'EAKING AMERICANS; PUERTO 
■ RICANS 
BASIC EDUCATION > 
BE;HAVI0R MODIFICATION 
■ See a/so CORRECTIONS. 

Bibliographies 

biographical information blank (bib) 

BirtiiRate -Use FERTILITY-_~:_, , - ^ < 

Bladk Coltege^ "Use^UNIVERSITIES^AND COLLEGES 
Black-owned Business Wse MINORITY BUSINESS ENTER- 

. PRiSE 
BLACKS _ 

See also MINORITIES 
Blind' Use HANDICAPPED 

BONDING ASSISTANCE " . ~ ' 

BOOKKEEPING 

See 0*80. CLERICAL OCCUPATIONS 
Bracefa Cabor ^Use FARMWORKERS 
feuUdingJrtdustPypUse CONSTRUCTION INDUSTRY'' 
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BUREAUCRACY * 

BUSINESS ADMINISTRATION • . ^ , 

BUSINESS CYCLE. 

See also UNEMSLOYMENT 
,CAMPS- Use COOPERATIVE AREA MANPOWER PLAN 

NING SYSTEM (CAMPS) 
CANNING INDUSTRY ' 
^REER ASPIRATIONS 

- See a/so -CAREER GOALS 
Career Attainments Usfe CAREER PATTERNS 
CAREER CHOICE 

See also OCCUPATIONAL CHOICE; CQUNSELING 

AND GUIDANCE 
Career Development Use UPGRADING 
CAREER EXPLORATION , * - 

See a/so VOCATIONAL GUIDANCE 
CAREER GOALS 

See also MOTIVATION . 
Career Inforfftation U^ VOCATIONAL GUIDANCE , 
Career Ladder JJsfe UPGRADING 
. Career Mcfbilfl^'^ Use UPGRADING ' » 
CAREER PATTERNS 

See a/so UPGR Ad INQ. , - 

Career Progression Systems Use' UPGRADING 
^CARPENJEftS 

/CASUAL LABORERS . • • 

See also PART-TIME.E-MPLOY^ENT 
CEP Use CONCENTRATED EMPLOYMENT PROGRAM 
CE.TA ^ Use COMPREI^ENSivE EMPLOYMENT ANb' 
. TRAINING- ACT fCEt^) ' .' . • \ 
CHICANOS , ■ 

• See also SPANISH-SPEAKING AMERICAN§^ 
CHILD CARE ' ' - 

CHILDREN i ' . 

' , See a/so CHILD AY CARE \ ' 



CHINESE 'AMERICANS ' , " ■ 

See a/so MINORITIES 
CHRONICALLY UNEMPLOYED 

CIVi;. RIGHTS' ACT-(1964) " ' " ' 

CiyiJ Service Ex-aminations Use TESTING - 
-CIVIL SERVICE SYSTEM 

See also GOVERNMENT WORK; FEDERAL GOVERN- 
MENT, STATE ANI) LOCAL GOVERNMENT * 

Cl|4g^d Help-Waated Ads Use NEWSPAPER ADVERTISE- 
'^lENTS': ' % - ' - ' 

CLERICAL OCCUPATIONS' , - 

Clinical. LaSoratory Occupations Use HEALTH MANPOWER 

COACHING 4¥ . I 

- See also JOB OPPORTtJNtTIES IN THE BUSINESS 
^CTOR(J.QBS) • 

COLLECTIVE BARGAINING " - 

See also UNION" MANPOWER fRAGTICES; UNIONS ^ 

COLLEGE PREPARATION ' ' 

COACHING 

Colleges Use UNIVERSITIES AND COLLEGES ' 
Commitment to Work Use WORK AtTXTUDES 
Community Colleges Use -UNIVERSITIES AND COLLEGES 
COMMUTING . ' ' 

See a/so TRANSPORTATION 
Compensation Per Mai|^Hour Use»iVAGEJs 
COMPREHENSIVE EMPLOYMEI^T AND TRAINING ACT 

-*^ETA) ^\ ^ % 

COMPREHENSn^E MANPO^WMfPLANNING 
, Comprehensive Manpower Service^ * • — - 

•CotjTt)uterized Job Nfatching Use ffeB MATCHING 
CONCENTRATED EMPLOYMft^T PROGRAM 
CONSORTIA - , f , 

'See a/so LABORrMANAGEMENTtONSORTIA 
CONSTRUCTION H^DUSTRY ' 
ContractoJrs in Construction Use CONSTRUCTION'iNDUSi 
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COOPEftATiyE AREA MANPOWER PLANNING SYSTEM 

•(CANJPS) " • . . ' 

Cooperative Vocational Education Use VOCATIONAL 

EDUCATION 
-'COOPER,ATIVES ; . 

' -CORRECTION'S ' f ' 

Cost-Benefit Analysis. .Use CQST EFFECTIVENESS. . 
' COST EJi'FECTIVENESS . . ' • • i 
See a/so ASSESSMENT AND EVALUATION 
yCOUNSfitlNG-A^ TESTING ' >j 

, See also PUBLIC EMPLOYMENT SERVICE; GAIN- 
ING; VOCATIONAL GUIDANCE; EDUCATION, 
•INTAKE/ASSESSMENT "I 
CRAFTSMEN . ' ' • . ^ 

CREDENTIALING / ' 

See ateo occur ATI0N^L LICENSING 
' Crime Use CORRECTIONS 

Culturally DepFrved Use DISADVANJAGED ^ 
CURRICULA ' - ' ' ■ , 

, See a/so INSTRUCTIONAL MATERIALS '■ • 

Day Care Use CHILD DAY CARE 
Debt Defaulting USe GARNISHMENT. OF WAGES . 

debtor/creditor r«elati0nsh1p . • , 

decategorizati6n » . _ • , 

See a/so CETA SERVICES AND PLANNING; CETA ' . 
- PROGRAMS 

Deiivery of Manpower Services Use SERVICE DELIVERY / 

SYSTEMS" 
Demand for Labor "Use LABOR DEMAND. 
Dental Assistaivts Ust HEALTH MANPOWER 
DEPRESSED AREAS : ' • . 

DESEGREGATION , - ' 

' ' See' a/so HOUSING SEQfiEGATION . ' - 

Disabled Persorw Use "HANDICAPPED 
Disabled Veterans Use VETERAWS 
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DISADVANTAGED ' \ ' * 

DISCRIMINATION ' • . - 

ee a/so S^X DISCRIMINATION ; AGE DISCRIMINA- 
lON IN EMPLOYMENT ACT; SPANISH-SPE^yCING 
AMERICANS; BLACKS; WOMEN - • * 

Disincentives Use IJMCENTIVES ' \ * 
Displaced Workers* Use LAYOFFS ^ - ' • 

Division of Labor,, '-Use OCCUPATI@NAL STRUCTURE 
DOCTORAL DISSERTATIONS • . • ^ 

DROPOUTS 

See a/so HIGH SCHOOLS; EDUCATION; fRAINlNG 
DualJobholding Use MOONLIGHTING * . . - . 

DU aIPI ABO R MARKETS . , ' . ' 

£ARI)iNG3. . ■ '■ - r . ■ ' pvx- 

- %tf/so INCOME; WAGES ■ ^ ' 

lk;onoirietrics Use ECONOMIC ANALYSIS AND ECONO' • 

. METRIC^ ♦ ' ' ■ r ^ \ . . 

ECONOMIC ANALYSIS AND ECONOME^'RICS 
ECON^IC DEVELOPMENT \ • , ' 
ECONOMIC FORECASTING . \ ' ' . ~ ' 

' S^ea/SQ MANPOWER mtUECTIONS • ,' - 
ECONOMIC GROWTH , " 

ECONOMIC INDICAT0RS « ' , . 

See a/so LABOR MARKET INFORMATION 
ECONOMIC POLKJY' 

ECONOMIC WELFARE. ' - • 

'. See fl/so WELFARE PROGRAMS 
EDUCATIONAL ATTAINMENT ' Use INSTRUCTIONAL 

.MATERIALS r* ' 

EEA Use EMERGENCY EMPLOYMENT ACT ' - 
EEOC Use EQU/^ EMPLOYMENT OPPQRTUNITY COM- 

. MISSION' • 
EFFElCTlVENESS OF PROGRAMS 



See a/so PllEDlCTIC3(N OF*s4(teSS IN PROJjRAMS; 
Tl^INlNG EFFECTiy^EI^PCNl 



IINING EFFECTiy^ESPCND IMPACT 
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Effectiveness of Training Use -TRAINING EFFECTIVENESS 

IMPACT , ' ' . 

Eia^riy People Use OLDER, WORKERS 
EMPLOYABILITY DEVELOPMENT 
• Seejalsf) PUBLIC^pMPLOYMENT SERVICE; WORK 

INCENTIVE PROGICAM (WIN); CONCENTRATED 

EMPLOYMENT PROGRAM; ORIENTATION; PRE- 

VOCATIONAL TRAINING 
EMPLOTABHJTY DEVELOPMENT TEAMS . 
.Employee Com\nitmpnt Use WORK ATTITUDES 
Ef^I'LOYER ATTITUDES' ^ ^ 

Seeplso ATTltUDES 
ENfPLOYER MANPOWER PLANNING 

See also LABOR DEMAND 
EMPLOYER MAfJPGWER PRACTICES AND POLICIES 
EMPLOYER SERVICES > 

Employer Tax Credit Use WORK INCENTIVE PROGRAM - 

(WIN) / 
EMPLOYMENT . ', 

• EMPLOYMENT AND TR4In'iNG ADMINISTRATION 
* . Employment Agencies, Private Use'PRIVATE EMPLOY * 
' MENT 'AGENCIES \ 
Employment ^encies, Piiblic Use PUBLIC EMPLOY- 
*■ MENT SERVICE \ 

Employtient CQunselin^>^%f»e COUNSELING AI^ GUID- 

ANpE - ^ 
EMPLOYMERT OPPORTUNITIES 

-See also EQUAL EMPLOYMENT OPPORTUN'ITY COM- 
'MISSION ' ■ ' , 
* EMPLOYMENT PATTERNS < 
See also CAREER PATTERNS; LABOR FORCE BE- ' 
' / HAVIOR 

EMPLOYMENT POLICY 
. Employment Security Agencies Use PUBLIC EMPLOY- ^ ' 
MENT SERVICE 
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Employm^t Service Use PUBLIC EMPLOYMENT SER- 
VICE 

EMPLOYMENT SERVICE MANAGEM^;NT 

'See also MANPOWER PROGRAM MANAGEMENT 
EMPLOYMENT SERVICE STAFF 

See also STAVF TRAINING y . 

EMPLOYMENT TERMINATION 

See a/so JOB RETENTION; LAYOFFS' 
ENGINEERS * ~ . > , 

ENGLISH AS A SECOND LANGUAGE (ESL) \ 
EQUAL EMPLOYMENT OPPORTUNITY ACT (1972) 
See also EQUAL EMPLOYMENT OPPOFfTUNITY 
COMMISSION ■ . ~ W 

EQUAL EMPLOYMENT OPPORTUNW^ COMMISSION 
See a/so BLACKS; WOMEN; MINORITIES; mi 
TKIMINATJ9N; SPANISH-SPEAKING AMER 
Evaluation Use ASSESSMENT AND EVALUATION 
Exoffenders ; yse, CORRECTIONS . " 
EXPERIMENTAL^MANPOWEfe LABORATORIES 
EXTERNAL LABOR MARKETS ^ 
FAIR LABOR STANDARDS ACT 

■ See a/so-MINIMUM WAGE I^WS ' * 

FAMILIES . _ ■ 

See also FATHERS; MOTHERS; LOW INCOME; ] 
HOUSEHOLDS , ^ 

FAMILY ASSISTANCE PLAN 
FAP • Use FAMILY ASSISTANCE PLAN ' 
FARMWORKERS 

'See-a/so MIGRANTS 
FATHERS • ; 

See a/^ FAMILIES; MEN ' ' * , 

(Federal Contract Use FEDERAL FUNDING ". 
i'EDERAL FUNDING ^ ■ * , ' 

See also MANPOWER* PLANNING, RESEARCH AND 
J)EVELOPMENT 



FEDERAL government; % 

See a/so GOVERNMENT WbRK 
^Femalei Use WOMEN 

'fire fighters 
fiscal policy, 

• See also FEDERAL FUNDING. 
FOOD SERVICE INDUSTRY , ^ 

FOREIGISrMANPOWJiR POLICY 
FOREIGi^TRADE AND^INVESTMENTS 
ForeiMfl U§e SUt>ER VISION 
Four-Day Workweek Use WORK ^HEDULES 
TRICTIONAL UNEMPLOYMENT A , ' ' 
FRINGE BENEFITS 

Garbagemen Use SANITATION WORKERS ' • 
GARNISHMENT OF WAGES 

GENERAL ECONOMIC AND SOCft^L CONlftTIONS 
GENBRAL EDUCATIONAL DEVELOPMENT (GED) 

EXAMINATION 
GENERAL LABOR MARKET STUDY 
GENERAL MANPOWER POLICY l . 

GgOGRAP^ie MOBILITY ^ 

' See also MIGRATFON; MOBILITY ASSISTANCE 
GHETTO RESIDENTS ' 

See also INNERCITY RESIDENTS 
G.I. BILL OF RIGHTS , ' . . ' 

See also VETERANS 
Government Contract Use FEDERAL FUNDING 
GOVERNMENT ^'OUCIES 

sSee also FEDERAL FUNDING; MANPOWER POLICY 
GOVERNMENT WORK 

See also FEDERAL GOVERNMENT; STATE AND 

LOCAL GO VERNMENT; CIVIL SERVICE SYSTEM 
Guaranteed Job Program Use PUBLIC EMPLOYMENT 

PROGRAMS ^ . V 

Guidance Use COUNSELING AND TWISTING . 
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GUIDELINES FOR MANPOWER PROGRAMS 

■ See also MANPOWER PLANNING AND ADMINISTRA- 
TION; MANPOWER PROC^AM MANAGEMENT ^ 

HANDICAPPED . . 

iARD CORB^ • 

Seealso UNEMPLOYMENT 

Heads of FamUies Use FAMILIES. 

HEALTH . ' ' 

HEALTH AND SAFETY ATTITUDES . * . 

See also OCCUPATIONAL SAFETY AND HEALTH ■ 
HEALTH MANPOWER. • 

See a/so PHYSICIANS; NURSES 
Help Wanted A(ls , Use NEWSPAPER ADVERTISEMENTS 
High School Dr^uts Use DROPOUTS 
HIGH SCHOOLS ' . / 

HIGHWAY CONSTRUCTION 
HIRING PRACTICES ' • - 

See alio RECRUITMENT; JOB PLACEMENT 
Homebuilding Use'CONSTRUCTIOIWNDUSTRY 
Homem'akers Use HOUSEHOLD WORKERS 
Hometown Plans Use AFFIRMATIVE ACTION PLANS 
HOSPITALS ^ • 

See also HEALTH MANPOWER 
Hourg ofWork Use WORK SCHEDULES , 
HOUSEHOLD WORKER^ 
' Seea/so HOUSEKEEPERS 

HOUSEHOLD^ . ' ^ - ' ^ 

See also FAMILIES .„ 
HOUSEKEEPERS . . 

See a/so HOUSEHOLD WORKERS, 
HUMAN CAPITAL 

See also EDUCATION; TRAINING 
HUMAN RESOURCES 

See also MANPOWER PLANNING; RESEARCH ^^D 
5VEL0PMENT 
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HUMAN SERVICE AGENtlES \ , 

HUMAN SERVICE OCCUPATIOISS \ 

IMMIGRANTS ' \ . 

^ See aZ«o ALIENS \ 

IMMIGRATION \ - • ' 

See also MIGRAf ION • A 

Impact of Training ,Use TRAINING EFFECTIVENESS 
AND IMPACT ■ ^ \ 

INCENTIVES \ 

See also MOTIVATION; WORK INCENTIVE PROGRAM 
(WIN) \ 

INCOME , \ ■ 

Seeft/so EARNINGS; WAGES - \ ' 

INCOME DIFFERENTIALS \ 
/ INCOME MAINTENANCE ' V 

INCOME TAX \ 

INCOME POLICY ' ' * , ' \ 

See a/«# ECONOMIC POLICY. ' \. 

INDIAN MANPOWER PROGRAMS |CETA) 

INDIANS. ■ • , 

INDIGENOUS PERSONNEL 

INDIVIDUAL NEEDS ASSESSMENT 

See also ASSESSMENT AND EVALUATION; ASSESS- 
MENT OF APPLICANTS ANDl TRAINEES 

INDUSTRIAL MOBILITY 

Industrial Projections Use ECONOMIC FORECASTING 
INDUSTRIAL RELATIONS 

See also COLLECTIVE BARGAINING - 
INDUSTRIAL RELATIONS INFORMATION SERVICE 
INDUSTRIAL WORKERS 
INDUSTRY PRACTICES 
INFLATION , 

See also UNEMPLOYMENT/INFLATION TRADEOFF 
INFORJVlATIpN 

Information Needs Use INFORMATION SYSTEMS 



■ INFORMATION SYSTEMS 

See also LABOR MARKET INFORMATION; JOB IN- 
FORMATION SERVICE; MANPOWER SERVICES 
INFORMATION ' ' ' 

•Inmates Use CORRECTIONS . • , . 

Immigration Use MIGRATION 
INNERCITY RESIDENTS 

See a/so GHETTO RESIDENTS , ] , *' 

hi-Schoor Programs Use. NEIGHBORHOOD YOUTH 

.CORPS (NYC) ' , '-' ' 
INSTITUTIONAL change' 

Instructions 

k See also TEACHERS / . 

intake/assessment ; ♦ • 

.Intelligence Use MENTAL ABILITY 
Intelligence Tfesting Use TESTING . 
INTERAGENCY RELATIONS * 
INTERFIRM MOBILITX/ . 
INTERNA!? LABOR MARKE'tS 

See b/so UPGRADING * - , 
INTERNATIONAL MANl'OWER . ^ ' 
. International Trade Use FOREIGN.TRADE AND INVESTMENTS 
fNTERSYSTEM LINKAGES 
JOB-ANALYSIS . 

Job Applicants Use APPLICANT SERVICES , 
Job Attitudes Use WORK ATTITUDES 
JOB BANK 

See also JOB INFORMATION SERVICE; JOB LISTING 

'Job Coaching Use^OACHING 

JOB CORPS ■ , 

' See also RESHDENTUL JOB CENTfiRS^ 

JOB CREATION . •/ 

See also PUBLIC EMPLOYMENT PROGRAMS; WORK 
EXPERIENCE PROGRAMS; WAGjE SUBSIDIES; SUP- 
PORTED EMPLOYMENT- 
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JOB DESCRIPTION 

See a/so JOB ANALYSES - , 
JOB D£VELOPMENT 

JOp ENRICHMEI)!! - * 

|1 See also QUALITY OF EMPLOYMENT 

JOB INFORMATION SERVICeN 

' See also JOB BANK; JOB MATCHING; LABOR MAR- 
KET INFORMATION 

JOBLISTINtj ' 
See also MANDATORY JOB LISTING 

JOB LOCATION '. ' ^ 

See a/so COMMUTING ■ / 

JOB MATCHING 

Job Opportunities Use EMPLOYMENT OPPORTUN ITIES 
JOB OPPORTUNITIES IN THE BUSINESS SECTOR (JOBS) 
JOB PERFORMANCE ' * . 

Job Placem^t- Us^LACEMENT SERVICES 
JobReferral\ Use P£»ACEMENT SERVICES * 
JOB RESTRUCTyRir^ , • " 

See- a/so UPC RACING . \ 

JOB RETENTION 

See also EMPLOYMENT TERMINATION 
JOB SATISFACTION 
^ See a/so WORK ATTITUDES; MOTIVATION . 
\|0B SEARCH 

' ■) See also PUBLIC EMPLOYMENT SERVICE; JOB IN- 
FORMATION SERVICE 
-JOB STABILITY 

JOB STRUCTURE ,, * . 

Job Success ' Use CAREER PATTERNS 
• Job Tenure Use 'JOB RETENTION 
. Job.Training Use ON-TtJE-JOB TRAINING^OJI^ 

JOB TRIALS • • ■ 

. JOPS, EDUCATION, AND TRAINING (JET) 

Jpbseekers Self-Help Use SELF-HELP FOR iOBgfiEKERS * 

100 ■ . ' ' 



Jobs- Now Use JOB OPPORTUNITIES IN THE BUSINESS ' 

SECTOR (JOBS) 
;JO'URNEYMEN , ' ■ ' .: 

Juvenile Delinquency Use CORRECTION^- 

JuvenUes Use YOUTH 

LABOR CERTIFICATION PROGRAM ' 
. See also ALIENS, FARMWORKERS • 

LABOR DEMAND ' f ; v 

See also MANPaWEllJIEEDS;,ELASTiciTY OF LABOR 
DEMAND . 

LABOR FORCE PARTICIPATION 

. See also LABOR SUPPLY •• | 

LABOR LAWS " . 

See also Specific Labor Laws 

LABORJMANAGEMENT CONSORTIA 

Labor-Management JF^elations Use INDUSTRIAL RELA- 
TIONS 

LABOR MARKET ' 
LABOR MARKET BEHAVIOR 

See also LABOR FORCE BEHAVIOR* 
Labor Mailcet Entrants Use TRANSITION TO WORK 
Labot Market Exijerience Use.LABOR>MARKET BE- 

.HAVIOR 

Labor Market Indicator Use LABOR MARKET INFORMA-. 
TION ■ ■ . , 

■ LABOR MARKET INFORMATION • 
LABOR MOBILITY 

^ABOR MOVEMENT , . 

See also UNIONS 
Labor Organizations " Use UNIONS > 

Labor Productivity Use PRODUCTIVITY • * 

Labor Relations Use INDUSTRIAL RELATIONS 
LABOR SUPPLY 

See also LABOR FORCE PARTICIPATION; ELASTICITY 
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Labor Turnover Use TU'RNOVER^ 
^ Labor Unions "Use UNIONS * 

. LABORERS ' / 

See also CASUAL LABORERS; UNSKILLED WORKERS 
LAW .. f 

L4W ENFOROEMENT f ' S' 

, See 0^ POLICJE; CORRECTIONS 
. LAYOFFS . 

, , See a/so EMPLOYMe'n'TTERMINATION; JOB RETEN- 

* TION 
UBRARIES 

Licensi^ Use OQCUPATIONAL LICENSING . 
• Literacy Use BASIC. EDUCATION 

LMI ^ Use LABOR MARKET INFORMATION 

Local Govepiment Use STATE AND LOCAL GOVERNMENT 

LONGITUDINAL SURVEYS ' 

See also NATJQNAL L^GITUDINAL SURVEYS 
LOW INCOM^ . ^ ^ 

• S?e(j/so L0W-W AGE INDUSTRIES; LOW-WAGE 
JOBS; POVERTY 

Low-In(fOme Areas Use POVERTY AREAS 

LOW-.WAGE INDUSTRIES 

LOW-W^GE JOBS , ■ ' . 

MACfil^JISTS- . ■ . 

Males UseMEr5, * • 

MANAGEMENT ' 
* IMANAGEMENT CONTROL " " 

MANAGEMENT-WORKER COLLABORATION IN JOB 

STRtJCTURING 
. . , See also UNION MANPOWER PRACTICES, JOB RE- 

STRLJCTURIvfG 
MANDATORY JOB LISTING * 

See flteo JOB LISTING 
Manpower Administration Use EMPLOYMENT -AND ' 
TRAINING ADMINISTRATION 

\ - , \ ' 

ERIC . ... 



Manpower Area Planning Council Use COOPERATIVE 

AREA-M-AWOWER PLANNING ^YSTEM^C AMPS) 
Manpower Demand Use MANPOWER NEEBS 
MANPOWER ECO NOiyilC AND SOCIAL POLICIES 
Manpower Information System Use LABOR MARKET 
, INFORMATION * . " , . ^ 

Manpower INSTITUTION a1 GRANTS 

See also COMPREHENSIVE EMPLOYMENT AND 

TRAINING ACT (CET A) 
MANPOWER NEED§ . - * . 

SeeMlso EMPLOtER MANPOWEA PLANNING; 

LABOR DEMAND; MANPOWER PROJECTIONS 
. MANPOWER PLAAMJNG AND .ADMINISTRATION 
MANPOWER t»LAWfNG, RESEARCH-AND DEVELOPMENT 7 
MANPOWER POLICY . ' • ' 

MANPOWER PROGRAM MANAGEMENT - 
MANPOWER PROGRAM REFORM ' 
MANPOWER PROGRAM SERVICES AND TECHNIQUES 
•MANPOWER PROGRAM STAFFING 

See a/so EMPLOYMENT SERVICE STAFF " 
» MANPOWER p'rOJECTIONS *" . , . 

See also LABOR SUPPLY; ECONOMIC FORECASTING; 

MANPOWEjp, NEEDS ° . . • ^ ' ' _ 

Manpower Reform Use MANPOWER PI^PGRAM^EFORM - 
Mafnpower Requirements Use MANPOWER PROJECTIONS ~ 

MANPOWER RESEARCH GRANTS ' — 

Manpower Services Couocil Use STATE MANPOWER SFR- 

VICES COUN.CIL . ^ 
Manpower Services Delivery Systems*". Use SERVICE DE- _ 

LIVERY SYSTEMS ' • . . 

MANPOWER SERVICES INFORMATION 
MANPOWER SHORTAGES 
Manpower Supply Use LABOR SUPPLY 
MANPOWER UTILIZATION^" i 

. See also EMPLOYER MAFNPOWER PRACTICES AND POLICIES 
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Manuals Use HANDBOOKS ^' . 

. MArjUiFACTURING ■ . ' / 

* MAPC COOPERATIVE AREA MANPOWER PLAN- 
NING SYSTEM (OJCmPS) ■ *' • _» 

*Iaternity Benefits Use MATERNITY EMPLOYMENT . 
PRACTICES ! • 
, MATERNI-KY EMPLOYMENT PRACTICES 
, . Medical Care >U6e HEALTH CAR£ 

Medical Pereonn^ Use HEAliTHjMANPOWfiR 

• Medicrf^ryices ' Use HEALTH CARE 

MEN , ■„ * . ' . 

. . • See a/so FATHERS; YOUNG MEN 7 

MEf^ALABIEITY * j \ 

■ ' Ment System Use CIVIL SEJIVICE SYSTEM ^ 
■ " METHODOLOGY.TECHNIQUpS, PRODUCTS, IN FORM AC- 
TION ' \ - ^ . ' . ' : • 

; . ' METROPOLITAN AREAS * - . ' 

See also URBAN AREAS ^ « 

• - »Metrbpolitan ProUem^ Use URBAN PROBLEMS * 
\ MEXICAN AMERICANS' ^ 

See also SPANISH-SPEAKIN% AMERICANS 
MIGRANTS ' • 

. • See also FARMWORKERS; SEASONAL WORKERS • 

MIGRATION , ^ 

See also GEJOGRAPHIC MOBILITY , 
, Milija^ Use ARMED FORCES * 

MINIMUM WAGE LAVy^S ' ' # 
^ See 'also W A(5eS; FAIR LABOR STANDARDS ACT 
MINORITIES, ; ; ^ • ■ 

• See i/jfoCHINESE AMERICANS; MEXICAN AMERI- 
' CANS; SPANISH-SPEAKING AMERICANS; WOMEN; 
BLAQKS ' ^ ' ' ' 

. 'MINORITY BUSI^IESS ENTERPRISE ' 
Mobility Use LABOR MOajLITV i . 
MOONLIGHTING . . 

m ■ . ■ 
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•MOTHERS . J ' , ■ 

• See ii/so FAMILIES; WOMEN ' ' ^ \ ' ' 

MOTIVATION , ' ' •■ ' ' . 

. S^e a/so WORK. ATTITUDES; ATTITUDES; JOB SAT- • 

■• ♦ISF ACTION; INCENTIVES , .... . 

Multiple Jobholding Use MOONUGHTING . >■ 

Municipal Employment Use S^ATE AND LOCAL GOV- '"'^ 

'ERNMENT ■ . X ' ' . * 

NAB UseJOB.OPPORTUNITIESINTHEEaJSlNESS " 

SECTOR (JOBS) . • • ■ ' , 

National Alliance of -Businepsmen Use JOB pPBORTUNITIES ' 

• IN THE BUSINESS SECTOR fJOBS) ' . 

NATIONAL LGfNGITUDINAL SURVEYS " / 

S«i also YOUNGJ^EN; YOUNG WOMEN; YOUT^H; 

WPMEN;MEN;0LDE5^W0RKERS^" 

nati6n4lma>}power POLICY ■ ' . 

See also NATIONAL MANPOWER POLltY TASK FORCE; 

RURAL MANPdWER POUCY RE^'ARCH GROUt 
NATIONAL MANPOWER POLICY TASK FORCE 
NATIONAL ORGANIZATION F^R. WOMEN (NOW) 
'^Itive Americans Use INDIANS • • . >^ . , - t 

Navy Use ARMED FCHlCES • • 
NEEDS ANALYSIS • 
' Negroes Use BLACKS ' . 

NEIGflBORHOOD YOUTH CORPS (NYC). . ♦ . * 

NEWSIER ADVFRTISEMENtS ^ 
NONMETROPOLITAN ARE4L& % . . , ■ 

NURSES ' ^ , ■ 

'see a/so HEALTH MANPOWER , ' • ' 

r^UTRlTION . '*V ^ » ' 

NYC Use NEIGHBORHOOD yOUTH CORPS (NYC) 
' Occupational Aspirations " Use CAREER GOALS 
OCCUPATIONAL ASSIGNMENT v 
OCCUPATIONAL CHOICE ' ' \- 

See |teo COUNSELING AND GUIDANCE; CAREER CHOIQE. 

■ • \ 
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OCCUPATIONAL CLASSIFICATION 
^ Sef a/sp: EMPLOYER MANPOWER PRACTICES AND 
. • . POLICIES 
. Occupational Differentials Use WAGE STRUCTURE 

• Occupational Disease ,Use OCCUPATIONAL SAF.ETV AND 
' HEALTH ■ ■ ' A ' 

OCCUPATION .LICENSING . ' ' * 

See also HEALtH MANPOWER; CREDENTIALING 
OCCUPATIONAL MOBILITY 
' . See also UPGRADING * . ^ 
OCCUPATIONAL PROJECTIONS 

See a/so,MANPO\^R PROJECTIONS 
^ Occupational Requkements Use LABOR DEM^ 

OC^CUFATJ^pNXLSKILL DEVELOPMENT 
^ OCCUPATIONAL SAFETY A>ID HEALTH 
OCCUPATIONAL STATUS • , 

See a/so UPGRADINGi STATUS 
' OCCUI^AT-JONAL STr/UCTURE. . - * 

Sfee also JOB STRUCi'UI^E ■' ' . , ' ' . 
OCCUPATIONS - TJse-specific occupations-' • ^ ' 
Offenders Use CORRECTIONS 

OFPfCE WORKERS • , ^ 

OJT * Use ON-THE-JDB TRAINING (QJT) " ' 

-'OLDER WORKEllS 

•S^e also AGING; AGE DISCRIMINATION, IN EMPLOY- 
• -MENT ACT; RETIREMENT*^ATURE Workers; ' 
PENSIONS • . 

QaMrhE40BTRAI^IIN1G'(0JT) ^. • • - 

OPERATING ENGINBERS " . 
ORIENTATION ' \,' • 

.See also PREVOCATIONAL TRAINING; C6U(«ISELIN.G 

• . ^ A'ND GUIDANCE; ASSESSMENT ANbEVALUATIpN 
^-^Hput bf-School Programs; Use NEIGHBORy^I? YOUTH , . 
- CORPS (NYC) ■ , ' i 

Overtime Use WORK SCHEDULES 



Paraftiedic^il Occupations Use HEALTH MANPOWER 
PARAPROFESSIONALS 

Sec;a/so HEALTH. MANPOWER, ^' 
Parde Use'CORRECTIONS • 
PARTICIPANT-OBSERVER METHODOLOGY ^ ' . 
PART-TIME EMPLOYMENT . ' # 

» See also WORK SCHEIM|LES 
PENSIONS f . ' ^ " , " Jm 

See a/so^ RETIREMENT * " 
PEP Use PUBLIC EMPLOYMENT PROGRAMS. • 
PERSONNEL ADMINISTRATION 

Sec also MANPOWER.PROGRAM MANAGEMENT;. 

EMPLOYMENT SERVICE MANAGEMENT 
Personitel Selection, Use^RECRUITMENT ' ' ' 

PHYSICIANS ~ '• * 

• ■ . Se? al'so HEALTH MANPOWER . 
PHYSICISTS , • . - ' . ' ' 

PLACEMENT SERVICES " >' " . . , 
Planning Council Use PRIME SPONSORS PLANNING '• 

'council , , 

POt'ICE- . ' " 

' See also LAVi ENFORCEMENT • ■ \ " 

POLITICAL' ACTION INSTITUTIONS ,^ . ' 

Poor Use ?^ERTY »■ 

POPULATiorr'*.' " . 

. Sejt alsp LABOR FORCE; LABOR «|PI 
POST ->IIGH SCHOOL TRAINING " - . 
PpVERTY* ./ * , 

See also nSINERCITY-RESIDENTS; GHETTO RESIDENTS 
PREAPPRE^ITICE TRAIl^NG-^ . . ' ' / . 

See oiso APPRENiriCESHH» 
PRETRIAL INTERVENTION , • . 

See a/so CORRECTION^ ' ' * ' ' 

PRBVOCATIONAL TRAINING , , . : 

See a/so APPRENTICESHIP • ' 
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PRIME SPQNSORS PLANNING COUNCIL 

See also REGIONAL PLANNING 
PRIME SPONSORS (CETA) * ^ " 

PRISON INDUSTRIES ' v . 

See also CORRECTIONS 
Prisoners Use CORRECTIONS 
PRIVATE EMPLOYMENT AGENCIES ' 

See also TEMPORARY HELP SERVICES 
PRIVATE INDUSTRY 

See a/so INDUSTRY PRACTICES . ' . 

Probation Use JOB RETENTION 
PROBATION OFFICERS . 

See also CORRECTIONS* • . ^ 

PRODUCTIVITY " ' . 

Proficiency Examinations Use TESTING * 
PROGRAM DEkiON. ' ' \ 

PROGRAM DIRECTION <* 

PROGRAM FOR EDUCATIONAL AND CULTURAL EX- ^ 
CELLENCE 
. PROGRAMMEIWNSTRUCTION 

,See also INSTRUCTIONAL MATERIALS; EDUCATION; 

•training • ' - . , 

PROGRAM SPECIFIC INFORMATION 
Promotion JJse UPGRADING - ^ 
PSC Use PUBLIC SERVICE CAREERS 
Public Agencies. Use'GOVERNMENT WORK 
.PublictAssistance Use WEt^'Ifflfe PROGRAMS 
Public Employment '. me GOVERNMENT WORK 
PUBLIC EMPLOYMENT PROGRAMS 
PUBLIC EMPLOYMENT SERVICE ' 
Public Health Industry Use HEAIjTH MANPOWER 
Public Policy Use ECONOMIC POLICY 
PUBLIC SAFETY 
. See also POLICl^ FIRE FIGHTERS » 



PUBDIC SECTOR 

'See also GOVERNMENT WORK; PUBLIC EMPLOY- 
, MENT PROGRAMS^ - ' . i , 

PUBLIC SERVICE CAREERS . 
PuMtc Service Employment Use P^LIC EMPLOYMENT ' 

PROGRAMS • ' ' Ji 

Publi» School TeacheiB . Use TEACflERS .. , , 
PUBLIC UTIUTIES - 

Public WeJ^e LaWs Use WELFARE LEGISLATION' - 
F^iblic W^ffl&e Programs Use WELFARE Pp,OGRAMS ' . 
PUERTO RICANS . • • . 

See also SPANISH-SPEAKING AMERICANS 
jQualifications ' Use JOB .APPLICANTS 
RACIAL DISQRIMINATioN , . . .V^Ai 

See a/so EQUAL EMPLOYMENT OPPORTUNITT / 

COMMISSION; DrSCRlMlNATION " ' • • ' 
Racial Minorities iJse MINORITEBS 'j 
RAILRCADS # f 

READING ; . 

See also BASIC EDUCATION 
Real Earnings Use EARNINGS 
REAL ESTATE JOBS 
Recidivism Use CORRECTIONS , ^. 

RECREATION AND PARKS 
RECRUITMENT 
, See also HIRING PRACTICES 
REEMPLOYMENT ASSISTANCE 
REFERRAL . . . 

REGIONAL OFFICE OF MANPOWER ADMINISTRATION 

REGIONAL PLANNING 

See also COMPREHENSIVE MANPOWER PLANNING; 
• PRIMESPONSORS PLANNING COUNCIL 
REHABILITATION * ' ' * 

See also DRUG USERS; HANDICAPPED; ALCOHOLICS; 

CORRECTIONS 
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RELATED INSTRUCTION 

Relofcation AWistance Use MOBILITY ASSISTANCE ' 
Remedial Education' Use REMEDIAL TRAINING 
REMEDIAL T^AININd 

•HeseMt^'andbeveldpment Use MANt>6WER PLANNING, 

" RESEARCH AND DEVELOPMENT 
RESIDENTm^ JOB CENTERS. 

See also 4QB CORPS 
RESOURCE ANALYSIS 

RETARDEIJ . • 

RETENTION OF TRAINEES 
See also OROPOUTS 

RETIREMENT ; 

See a/so PENSIONS; OLDER WORKERS; TRANSITION 
fROM.V9Ci*K TO RETIREMENT f ' . ^ 

retraininS^ ' 

ROLEMODEti. ^ 
ROLEPLAYrNG 

RUR^ifc MANPOWER POLICY RESEARCH GROUP ' 
Salaria^ Use WAGES .. ^ 
SANITATION l^VORKERS 

Schftol Teaohere Use TEACHERS t 

^hool-To-Work Transition Use TRANSITION 

FROM SCHOOL TO WORK 
•SCIENTISTS _ 

SEASONAL EMPLOYMENT 

See also TEMPORARY EMPLOYMENT; MIGRANTS, 

Seeondary Education Use HIGH SCHOOLS 

SECONDARY LABOR FORCE 

See al^ DUAL LABOR MARKETS 

.SECRETARIAL OCCUPATIONS _ 
See also CLERICAL OCCUPATIONS; STENOGRAPH- 
ERS - \ ■■ ' 

Selection Use RECRUITMENT 

SELF-HELP FOR JOBSEEkERS 

o .110 
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SelMmage Use ATTITUDES ' , , ' 

SENIORITY SYSTEMS ' 

SERVICE DELIVERY SYSTEMS 

SERVICE INDUSTRIES 

SEX DlSCRIMll^ATION . ' 

See a/sa WOMEN; EQUAL EMPLOYMENT OPPOR- 
TUNITY COMMISSION; WAGE DIFFERENTIALS; 
mCbE/FWAALE 

SHEI^'ER^D WORKSHOP^ ' - 

SlMULATIOI^^ • . 

Skill Training Use OCCUPATIONAL TRAINING 

Skin TransterabUiijfi Use TRANSFERABILITY OF SKILLS 

SMSA Use STANIJaRD METROPOLfTAN STATISTICAL 
AREA • 

SOCIAL pHANGE ' ; , f. ; . 

^ociai Health technicians Use riEALTH MANP-QWE)i'. . 
SOCIAL INDICATORS ' ' • _ 

SOCtAL MOBILITY . ;j . i# * 

SOCIAL- POLICIES » ' i ■ ' 

SOCIAL SCIENCES [I 

SOCIAL SECURITY ACT • ' ; T / - ' 

Social Support Use SUPPORTli^E SERVICES 
Social WorkeK- U^ SOCIAL SERVICE EMPLOYEES 
SOCIOLOGICAL FACTORS ,' ^ ^ . 

SPANISH-SPEAKING AMERICANS / 

See a/so4lEXICAN AMERICANS; CHICANOS.;' PUER- 
to ricans '' ' \ 
Staff training , ] 

staffing Use MANPOWERJPROGRAM STAFFING ' - / 
STANDARD METROPOLITAN STATISTICAL ARJIA (SMSA) 
.STATE AND.LOCAL GOVERNMENT ' . ' ■" 

State Employment Service ' Use PUBLIC EMPLOYMENT ' 
SERVICE . - ' 

State manpower services council (c^ta) 
steel industry ' • ' ' 
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STENOGRA'PHERS • ' 

See a/so SECRETARIAL QCCUPATIONS 
STRUCTURAL UNEMPLOYiylENT 
STUDENTS ' , • • 

See also HIGH SCHOOLS; YOUTH; UNIVERSITIE/S - 
AND COLLEGES . " 

SUMMER.JOBS .... 

. See a/s0^EIGHBORHOOD YOUTH CORPS (N;Y(f> 
SUPERVISION 4 . . . 
Supply of Labdr Use LABOR-SUPPLY 
SUPPORTED EMPLOYlPlBNT 

See a/8d JOB CREATIO^^ - _ ' 
SUPPORTIVEJ SERVICES - • ' , 

, ^ also BONDING A'sSiStAnCEI CHILD^AY^CARE; 
i HEALTH; tRANSEORTATION. , ' 
^ .3Y?r^§ DESIGN AND ANALYSIS " ' 

'Task, Ah^y sis ' Use JOB ANALYSIS - . •{:. 

■". - TEACHERS ' ■ ' ■ ^ ! . ■ 

' Teachfaig. Machines , Use PROGRAR^ED INSTRUCTION' 
. , TECHNICAL ASSISTANCE ■ , ' ■ . ! . 

TEGHNIOAL TRAINING ; ■ ^ 
■ "i ECHN1G3ANS, . ; ' • . » 

• " TECHNOiboGY AND TECHNOLOGICAL CHANGE; 
' 4 15ee'also PRODUCTIVITY- . " > 
"•"-TfeE^GERS ^* - • 

• • also VOUTH W 
I TEL'EPHONE INDUSTRY ' - ' . 

• TEMP(5rAR;Y EMPLOYMENT . ' . 

• ■ ^ 'See also G^\SfeJAL LABQREKS; SEASONAL EfilPLOY- 

meUt ' " ■ ; 4. . • 

TEMPORAiiY HELP Service * , 

Ten 're. Use JOB REl^EN'TION . ' » . 

' ^TESTING - - ' V . i 

, A.' . .S^e also PUBLIC EMPLOYMENT ^RVldE; ASSESS- 
MENT AND 'EyALlJATlON;iNTAKE/ASSES$MENT. 



TEXTILE INDUSTRY " i , » . 

TOOL AND DfE ' . - 

.Trade Restrictions Use FOREIGN TRADE! AND INVESTMENTS 
> TRAINING - ' % ' ' -t- 

'\' TRAINING ALLOWANCES ' r ' - ' 

See a/so INCENTIVES - ^ ^ \ 

Training Assessment Use TRAINING Ei^'FECTIVBNESS 

^ AND IMPACT ' ; • «, 
■i-RAINING CENTERS 

't'RAINiNG EFFECTIVENESS AND IMPACT 
\ See also EFFECTIVENESS OF PROGRAMS ; ASSESS- 
MENT AND EVALUATION; RETURNS ON TRAINING • ' 
aNJNG INCENTIVES , ' , , \ 

S^gdlso INCENTIVE^' _ « y ^ \ j. 



ling Manuals U^ HANDBOOKS 



Transit: " 



Tr^ 

Trying Materials % If^RUCTIOhlA'L MATEftlALS \ 
TRAINING PROGRAM ilANAGlEMiiNT' V 

e also MANPOWER PRQpRj^ MANAGEMENT 
TRANSEERABILITY OiP SKIELS 
TRANI^ITION FROlil SCHOOL TO WORK 
TRANSITION FROM WORK TQ RETIREMENT 
Se4 a/so RETII^EMENT - • ■ 

Pulslic Service Employment Use PUBLIC^ / 
EM^fLOYMENT PROGRAMS ' 
TRANSPORTATION . 
TRUCKING" INDUSTRY - 
TURNOVER , j . . 

See alk> JOB- R^ENTION 
TUTORINq 
TYPISTS I 

See. a/sd CLERICAL OCCUPATIONS . 
UNDEREMF^YMENT < !- 
UNEMPLOYED . - ! * i 

See also UNEMPLOYMENT; CHRONICALLY UNEM-\ 
, PLOYED 
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UNEMPLOYMENT-. , • % 

UNEMPLOYNteNT BENEFIT EXHAUST^ES . " 
Unemployment Compensation Use UNEMPLOYMENT,, 

INSURANiKJE 
UNEMPLOYME^lt INSURANCE 
UNION ENTRY; • , 

Union-Managem^t Relations -Use COLLECTIVE BAR- 
* GAINING 

UNION MANPOWER PRACTICES ' - . . 
UNJOMS \ ' ■' 

, also UNION MANPOWER PRACTICES; COLLEC- 

, TIVE BARpAINING 
UNIVERSITIES AND COLLEGES 

Sec o/«o CdLLEGE GRADUATES; INSTITUTIONAL^ 
' GkANTS ^ ' . 1. - 

UPGIlV)iDWG / 
' \ See a/so OCC.UPATIONAL HQBIUTV - , . 

UPWARD BOUND ' ' 

URBAN AREAS • ' ^ 

-See also METROPOLITAIvI AREAS ^ttm*- , 

URBAN PROBLEMS . ' 

U.srErtploynent Service Use,PUBLlC EMPLOYMENT 
■ - SERVICE ■ '■ . 

'Vesting Use PENSIONS 
VETERANS • ^ 

•VOCATIONAL EDUCATION 

See a/so APPRENTICESHIP 
VOCATIONAL GUIDANCE . 

' See also COUNSELING AND TESTING 
VOCATIONAL REHABIUTATION 
yOCATIONAL TRAINING 
VOLUNTEERS 

Vouchers' FOR training 

WAGE EARNERS . 
WAGE.PIRICE CO^rTROLS 
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waqe^tructure ' , ... 

. See aiso WAGE DIFFERENTIALS; OCCUPATIONAL * 
STRUCTURES 
WAGE SUBSIDIES ; , . ' , 

- See a/sd SUPPORTED EMPLOYMENT 
WAGES ■ • 

See also INCOME; EARNINGS; MINIMUM WAGE LAWS 
Wagner-Peys«r Act Use PUBLIC EMPLOYMENT SERVICE 
Want Ads Use ^IEWSPAI'ER ADVERTISEMENTS 
WELFARE LEGISLATION . . 

• See a/saWORK INCENTIVE PRiQCRAM (WIN) 
WELFARE PROGRAMS 

i See also AID TO FAMILIES WITH DEPrfbJDENT CjklLD- 
, REfT; WORK INCENTIVE PROGRAM ^iVIN); WELFARE 

RECIPIENTS;* ECONOMIC WELFARfe 
IN Use WORK INCENTIVE PROG RAM (WIN J 
WOMEN • / ■ ■ '.-! '-^ ■ , ' ' * 

See also MOTHERS;44ALE/FEMALE; YOUNG WOMEN ' 
WOOD PRODUCTS INDUSTRY , - 
WORK- ADJUSTMENT TRAINING - / 

WORK ATTITUDES ( . . 

' See a/so JOB SATISFACTION; MOTIVATION 
WORK ENVIRONMENT 

See also OCCUPATIONAL SAFETY AND HEALTH; 
QUALITY OF EMPLOYMENT^ ORGANIZATIONAL 
ENVIRONMENT .' ' ' \ 

WORK EXPERIENCE PROGRAMS . . 

See a/so NEIGHBORHOOD YOUTH CORPS (NYC); 
JOB CORPS; WORK INCENTIVE PROGRAM (V^N); 
PUBLIC EMPLOYMENT PROGRAMS 
Work History ' Use LABOR MARKET BEHAVIOR , 
WORK INCENTIVE PROGRAM (WIN), 
WORK SAM?LINti 

See a/so TESTING. 
WORK SCHEDULES ^ , 
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Workshojjs Use CONFERENCES j» . ■ ' - , * 

WORI^-STWDY PROGHAMS * 

See also NEIGHBORHOOD YOUTH CORPS (NYC) 
Worker Assessment and Orientation Use ASSESSMENT OF . , * ' • ♦ 

APPLICANTS AND TRAINEES f 
Worker Productivity Use PRODUCTIVITY , . 

WORKER TRAITS . ^ 

See also JOB DESCRIPTION; JOB APPLICANTS 
WORKING CONDITIONS ' . * 

Working Poor Use POVERTY , V 

WORKMEN'S COMPENSATION LAWS . 

Wbrkshops Use CONFERENCES . - > ^ 

Wpxkweek .Use.WOgKSpffiPULES . ^ .^^^.^..^ .^■^.-C .-v,^ . - . 

X-iRAY Technicians Use HEALTH MANPOWER • 
Young Adults. Use YOUTH . , ' 

YOUNG MEN • . ' . 

See o/<to YOUTH 

YOUNG WOMEN , ' . ' • . • 

See oiso YOUTH ^ - ' ' ■ ^ 

• YOUTH A , • * 

See o/«o JOB COin>S; NEIGHBORHOOD YOUTH CORPS ' . . 

(NYC); YOUNG MEN; YOUNG WOMEN#3UTH PRO- ^ f 

. GRATIS; TEENAGERS 
YOUTH PROGRAMS . 

Spe o/so NEIGHBORHOOD YOUfh CORPS (NYC) * , 
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